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BAECUTIVE LOUNGE, typical of 
Wetialized use of space at City 
National Bank & Trust Co., Kansas 
Summ provides seclusion for con- 
or consultation. Note 
Miedive lighting from recessed 
A with intimate note fur- 

mated by table iamps. 
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he ottice of tomorrow...TODAY ! 


At last! Efficiency and comfort 
i and beauty in any office! No more 
confused, unattractive office look 

caused by an accumulation of un- 
related furniture and equipment — 
“orphan”’ pieces independently de- 
signed and manufactured. Rock- 
a-File Modular Office Furniture 
and Equipment is designed and 
constructed to provide top effi- 
ciency and maximum comfort plus 
richly attractive, completely harmo- 
nious appearance. 


Interchangeable Units 


Rock-a-File Modular includes 
desks, files, dictating machine and 
typewriter cabinets, bookcases, 
storage cabinets and waste paper 
receptacle—each a completely in- 
dependent unit, yet completely in- 
terchangeable so that any combi- 
nation of units can be arranged in 
a complete, harmonious layout. 


Send for Free Booklet—For complete information, 


send for free illustrated booklet: "The 


Rock-a-File Modular offers extreme flex- 
ibility of layout, whether for private or 
general office. Note how varied units 


required by individual needs combine 
to create a balanced harmonious ap- 
pearance regardless of sequence. 


Each Modular unit easily attaches 
to adjoining units—and results in 
perfect alignment. 


Wide Variety and Flexibility 
Rock-a-File Modular offers a wide 
variety of combinations and ex- 
treme flexibility of arrangements 
—ideal for either private or gen- 
eral offices. All of the units neces- 
sary to individual requirements 
can be combined in a variety of 
layouts to suit taste and conven- 
ience, each resulting in a charming 
and attractive office setting. 


All-Steel Construction— 


Waste 


Desk 
(Right and Left Models) Receptacle 


Popular Finishes 
Rock-a-File Modular units are all- 
steel construction throughout. Fil- 
ing units incorporate famous space 
saving Rock-a-File side-filing prin- 
ciple. All units available in choice 
of most popular finishes—grained 
walnut, mahogany, gray or green. 


Drawer 
Cabinet 


Filing 


Dictating 
Cabinet 


Cabinet 


Open Shelf 
Bookcase 


Storage 
Cabinet 


Corner 
¥3 Cabinet 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive Chicago 1, Ill. 


Office of Tomorrow.” 
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MEET THE MACHINE THATS 
MAKING DICTATING HISTORY! 


/ 


Never before hia one dictating machine so outstripped 
all others in advantages to the user. It’s the most successful 


dictating machine in history. Only 114" high and letter- 
head size, the streamlined TIME-MASTER not only saves 
you time but cuts the cost of your dictation! 


Unheard-of convenience is yours with the TIME-MASTER 
at your elbow! Foolproof simplicity of TIME-MASTER opera- 
tion lets you trap those fleeting thoughts instantly! Just 
the flick of a switeh and you can do your thinking out loud! 


BUT— don't take our word for it; send for your free 
copy of the booklet: “Does Your Dictating Date 
You?” Use the coupon at right. 

For even quicker, more conclusive proof, eall your 
local Dictaphone representative and arrange for a 
free TIME-MASTER demonstration in your own office. 


DICTAPHONE 


Electronic Dictation 


Only Dictaphone Corporation makes Dictaphone* Machines. (*Reg. U.S. Pat. Off.) 


December, 1949 
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The revolutionary Memobelt is the newest. most prac- 
tical of all recording media. 5 mail in an ordinary envelope 
for 3¢. It can’t crack or break and—the tiny Memobelt ree- 
ord is so economical to use that you simply mail. file, or 


transcribe and discard it after only one use! 


Cte 


“It’s a sweetheart !”’ say secretaries! Wemobelt clarity 
and TIME-MASTER’S tiny Magic Ear make transcribing a 
cinch! The TIME-MASTER makes your secretary s job easier 


and pleasanter—gives her more time for other duties! 


M-69 
Dictaphone Corp, > 


120 Lexington Ave.. \. Y. 17, N.Y. 


1 would like to have a free copy of 
“Does Your Dictating Date You?” 


Your Name 


Cc 


r LA 


Street Address 


City & Zone State 


OFFICE MANAGEMENT AND EQUIPMENT 


a>, eae io ee a ee “4 ee ee ae Poe ee, ag cee 
Latte. 3a ; mes ee : a ll oo 7 ee eek RT A 2 eis 
oo a ee =, ce Bi See ao ; es a ee ine + Pb: Sos p ie Ss 
hy i. ¥ 
8) 
2 ae Br Fs nae = me 
F . a pet fe, * a «<= : ~= PS — he a ~ 4 ea 
a 2 : rmearennannsessteonaee 9 | a ay si Fey 
‘ : : ; 
\ ; — ~~ —, 7 if # ie, | 
\ 4 Te — m : te! i a af ea & . . 4 ci 
bi a wick om —s " 77 = ij pas a 4 3 
bt | a p \ ’ 4 | a a eee & ag 
“tq “ H 7 4 \ —/ - Be: 
| 2 Y = 5 ae. i wie % ° 
aos — " ‘% 
i : 3 2% “ So a. 
ig. F \ tintin ee, -— ated 
’ we ‘ ca ae 7 » i 4 
~~ a ty .% — 
%e, at 
a 
u 
: 4 . f “4 - CM sige 3 + ae 
i s Oo Se ae : «tcl 5 cane , a cox - : ; a 
4 — =—— ae [et ae < < on - : v 
= ‘ oe he wet 4 ae ee 4 : a J f 
— z fore he a ee re aie Bes er . i 7 . gr 5% i 
ce s Ba im oe pee oe tide | 7 aa & : x 
a 3 pie — Vie ne, ie ae. Ra re: ee F ~~ | r i) ire ; Pe 
4 ee igs : : ; a , oo S 4 ; 
i —~ oe ae Se ~ ES * a ee : 
en ms Poe , . f 
rs ae ‘ — aF is — f - 
oe Me. = 4 
1 
i ee pee ) ie ¥ 
| ee. > 
an: 
¥ im f hie 
| ee d ld it 
ae etl ; 
| ND Geeta 
conen | ; 
| Ste ei 
| Bom peg 
ee { ¥ 
: es | 
ee ee 3 4 
ee ie mes oe Geo. ee i le he Fae 


* 
ps 


= 


Everybody from Little New Year to the biggest business in 


7 town will need Time Books . . . desk sive, pocket size . . . weekly, 


: . ‘> two-weekly, monthly. 
ea Pp) S Fit every need, check the B & P line. See pages 192 through 


Lg = 197 of Catalog No. 49. 
* Product Order what you need today from your stationer. 
Genemat Orrices : 84 HUDSON Ave., BrooxtYN 1, N.Y. We also have an extensive line of Wage and Hour Loose Leaf 


Boston 10: ——- aed Louis 2: 113 So, orn Sr. = Curcaco 7:3 310 W. Poux Sr. 
9 
ous Seanensoes 5 seep Etencmasee bean Deana, ort Forms. See pages 126 through 133 of Catalog No. 49. 
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Office 
: Management 


. AND EQUIPMENT 
Featuring OFFICE METHODS, EQUIPMENT, PERSONNEL AND PURCHASING 
DECEMBER 1949 VS 
Volume 10 No. 12 == : 
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Work Too Easy? 
Published monthly by % WHEN cfiice work had to be done the hard way, no new 
task was added without thorough consideration of its necessity. 
ANDREW GEYER, INC. ties: eal ieee t, and supplies make it s 
212 Fif h A NOW _ ees macnines, equipment, an supp les make 1t SO 
ut * venue, New York 10 easy to initiate and carry on an office project that we tend to 
urray 


skimp on study of the need for it—and office costs rise steadily 


Established 1877 vear after year. 


MA, Gover, omtdents Bonah Mehllicten, Vise In his talk on opportunities for reduction of office costs, at 
a Saat Word, See Sie | John Ml. the recent AMA Office Management Conference, published in 
Raflacla Pastore, Alistair P. Masson, ‘Associate part elsewhere in this issue, John S. Wiltse of Johns Manville, 
Advertsing Stef _ New, York: James E Neary, East- gives quality of personnel as the chief factor in the cost prob- 
broach, J ners B Rosengren, Bernard E. lem. But what is the value of the most efficient personnel 
Weeks, Manager; Production Department: James obtainable if their efficiency is being wasted on work which 
V. Quirk, Manager; Milton Sharon. Art Director: 


Joseph Hochfeld. does not need to be done? 


h Offices: Boston 16, 471 Statler Bldg. 
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UARCO forms 
aid for our 


modemization!| 


For this dress manufacturer-whole- 
saler, modernizing meant a complete 
change in his billing system—and buy- 
ing a new electric typewriter. 

His new forms, Uarco Manifold, saved 
$385 onthe very first order! More than 
enough to pay for the typewriter— 
enough for the whole program—and 
now savings multiply with every order! 

The thing to remember is that this 
manufacturer already had a good sys- 


a 


FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 


6 OFFICE MANAGEMENT AND EQUIPMENT 
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tem... had already saved 3c per in- 
voice. Yet he was able to save still 
more by having a Uarco forms sys- 
tem designed for him alone. 

Any business can do the same. Any 
type of business... any size. And you 
don’t have to know how to set up a 
forms system. Your Uarco Repre- 
sentative does that free of charge. 
Just phone him for a complete survey 
—and see where you can save! 

ors 


Allin one?! Customer’s bill, 
packing slip, accounting copy, 
commission copy, salesman’s 
copy, factor’s copy, and file 
copy—all in one writing! 


INCORPORATED 


Business Forms 


UARCO INCORPORATED 
Deep River, Conn., Chicago, IIL; Cleveland, Ohio; 
Oakland, Calif. Offices in All Principal Cities 


CONTINUOUS-STRIP FORMS SINGLE SET FORMS AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 


Writing on 
Two Sides of Sheet 


*%& “RECENTLY one of our rep. 
resentatives passed on a friendly 
tip from a friend who had heard 
a group of our customers dis. 
cussing among themselves that 
some one should tell Luckett that 
the war is over, and therefore he 
should get away from the ideg 
of saving paper by using two 
sides of a letterhead, in letters 
of more than one page,” J. §. 

Luckett, of Luckett Loose Leaf, 
Ltd., Toronto, writes in the com. 
pany paper, Luckett Loose 
Leaflet. 

“This has brought up a very 
interesting question which I fee] 
is worth passing along to our 
readers. 

“In the first place, the two 
sides of a letter was adopted 
during the war as a matter of 
conservation, and like many 
other lessons we learned in the 
war, perhaps this is one which 
could very easily be carried over 
into the post-war period to ad- 
vantage. 

“First, let me say that our 
continued practice of using the 
second side of a letter has not 
been continued so much with the 
idea of saving one sheet of pa- 
per, but because we have found 
it a decided advantage in our 
filing. The fact that it is more 
economical has something to do 
with it, but it is not the deciding 
factor by any means. 

“Here are some of the points 
which we consider favor a two- 
sided letter and some against. 

“When letters are typed on 
two sheets, they come in the mail 
and sometimes separate on the 
mail desk. They then have to 
be clipped, pinned or stapled to- 
gether, otherwise they have the 
habit of becoming misplaced. 
The second sheet which fre 
quently has no heading on it, is 
difficult to match up with its 
original if separated. 

“When a one sheet letter goes 
into the order department, the 
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esolve Now to Make This 


R 
YOUR LAST ANNUAL TRANSFER HEADACHE! 


Use the DIRECT Approach to Filing— 
Ye. _ DIRECT NAME SYSTEM 


ee \ . ar 


This year, equip your current files with ‘"Y and E” 
DIRECT NAME Filing System and say goodbye to 
record transfer headaches. 


Next year, at transfer time, you simply move the entire 
contents of your file into storage, except for the metal 
tab guides. You re-use these sturdy guides year in 
and year out in the current files. 

The inexpensive miscellaneous folders that you 
transfer become the guides for your transferred rec- 
ords. With a new set of miscellaneous folders for your 
current files, you are all set for the new year. 

All year you enjoy the advantages of “Y and E” 
DIRECT NAME filing and finding. This simple system 
is entirely logical—you find by alphabet and file by 
number. Anybody who can count and knows the alpha- 
bet can accurately operate the DIRECT NAME System. 


ee ae . 
—— 2. Within this subdivision 
= you find the folder you are 
ef = seeking, under the name 
} you have in mind. It is nat- 
ural, simple, quick and 
effortless. 


'. You open the drawer. 
You instantly see the two 
central rows of large easy- 
to-read alphabetic guides. 
The guides help you find 
the subdivision you want. 


3. At the left are tabs of 4. Folders are numbered so Illustration shows single 
miscellaneous folders con- they can be returned to the drawer set of 25 divisions. 
taining small accounts. file by number—the quick- Other sets available up to 
These, too, are keyed by 4 est, most accurate filing 10,000 or more alphabetic 
| alphabet and number to method known. Gives posi- subdivisions. Consult the 


classified section of your 
telephone directory for your 
nearest “Y and E” dealer. 
a = Look under Filing Equip- 
ment or Office Equipment. 
Or you may write us at the 
address below. 


the large central guides. tive check against misfiling. 


WRITE DIRECT for free folder... 
Office Manual Section 18—""How to 
Prepare for and Transfer Records.” 


1045 JAY STREET 


Rochester 3,N. Y., U.S.A. 
December, 1949 
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atitomatically, fast! 


Checks, cash, coupons... tickets, tabs, transfers... or 
practically any paper form ...can be precisely counted by the 
Tickometer . .. at speeds of better than eight hundred a minute 
—five times faster than manually! 

And the Tickometer not only counts but imprints, too, if 
desired ... feeds and stacks automatically ... records both full 
and partial runs on tamper-proof registers. 

Already in use in hundreds of banks 

and utilities, stores and industries, 
transportation and amusement companies 
...where fast, accurate counts are essential 
...the Tickometer saves time and trouble 
anywhere currency or paper forms are 
counted! For full facts, call or mail coupon 
below for illustrated booklet and list of 


firms—large and small-—where the 
Tickometer is now in use. 


PI 


Pitney- Bowes 


TICKOMETER 


Counting and Imprinting Machine 


Qe 


Made by the originators of the postage meter... 
offices in 93 cities in U.S. and Canada 


= PitNEY-BowEs, INc. 
(rs) 2911 Pacific St., Stamford, Conn. 


@ 


Please send illustrated Tickometer booklet to: 


Name 


Firm 
Address 
City State _ 


Writing 
(Continued) 


sales department, or the cost de- 
partment there is only one sheet 
to handle. On reaching the fj. 
ing department it is definitely 
an advantage to file one sheet i 
stead of two. 

“When the file clerk looks up 
a one-sheet letter, she has only 
two sheets to bring out, i.e. one 

original and one sheet for the 
answer, assuming of course, that 
,they are both two sides. [f 
typed on one side only, there 
/would be four sheets to handle, 
‘with the possibility of one or 
‘more of them becoming dis- 
lodged in the process. 

“The filing space of most of- 
fices becomes cramped and is 
‘sometimes at a premium. Often 
transfer space is even scarcer 
than the current filing space, 
and when correspondence is kept 
for five or seven years as the 
case may be, the old files become 
a problem. 

“Therefore, as a matter of ef- 
ficiency, right from the time the 

letter is received, through the 
handling in the various depart- 
ments, the answering, the filing, 
the looking-up, the refiling and 
finally the transfer, it seems the 
two-sheet letter would prove ad- 
vantageous. 

“Now, let us see if we can find 
some advantages in the second 
sheet. 

“Probably two sheets typed 

on one side only, when received 
in the office of a bank president 
‘or a large industralist, would 
carry a little more prestige than 
a single sheet. But the composi- 
tion of the letterhead, the grade 
‘of the paper used and the word- 
ing of the letter itself is far 
'more important than whether it 
‘is on one sheet or two. Prob: 
_ably the two-sheet letter does 
have some merit from the pres- 
'tige angle. 
| “Also, there are times when 4 
‘reader might want to spread the 
‘two sheets out together. The let- 
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filer’ 


The mechanized filing equipment with 
SELF-ADJUSTING DIVIDE-A-FILES 


uper 


REG.U.S. PAT 


Save space, save time, save money, 
with the improved Super-Filer 
@ Now is the time to get rid of obsolete files. Improved Super- 


Filer, with Self-Adjusting Divide-a-Files. cuts office expense 
four ways: Saves time. simplifies filing work, saves floor space, 


ce. Saree 


sae The unique feature of Super-Filer is its Swing Front. When 
—— g a drawer is opened. the front swings forward. producing a 


supported angle spread of contents and adding working space. 


2 
' 4 ~ i reduces initial cost of equipment. 
? ed 
8 
: 


it possible to replace 3 old 1-drawer conventional files with 


2 new 5-drawer Super-Filers, 


“f This feature permits 18° more payload per drawer—makes 


New Self-Adjusting Divide-a-Files (three to a drawer) 
mechanically simplify filing. They break up the drawer load, 


I VA See Pt 


hold contents slanted to the rear for easy reading and auto- 


matically help to maintain compression. They self-adjust 
themselves to changes in volume of drawer contents. 

If you would like to see our latest sound motion picture, 
“Mechanized Record Filing”, featuring Super- Filer, just 
drop us a line. The General Fireproofing Company, Depart- 
ment M.12, Youngstown 1, Ohio. 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


GF Super-Filer 
Ne. 55051 finished 
in lestreys gray. 


DEALERS THROUGHOUT THE WORLD 


—— 4 


There is a complete line 
of GF metal furniture — 
desks, tables, chairs, files 
and shelving 


a oe 


| 
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tag buclabie 


VELVET CLUTCH 


FOR PRECISION STOPS AND 
SWIFT, SILENT ACTION 


The new Super-Ditto D-45, is an amazingly 
flexible systems machine for duplicating on any 
size or weight of paper or card...or for turning 
outuniformly bright copies in one to four colors 
at once. Requires no typesetting, stencil cutting 
or make-ready. Seated posture operation. Purrs 
swiftly through its printing cycle...comes to 
a silent precision stop. Because the new “‘Vel- 
vet Clutch” eliminates shock . . . cuts down 
noise ... adds years of service and satisfaction. 

In no other duplicator do you find so many 
features to make any systems job— production, 
order-billing, payroll, purchasing, etc.— 
smooth, fast, satisfying. You must SEE and 
HEAR it perform to fully appreciate it. Mail 
coupon now for free data or demonstration of 
the Ditto D-45 in your office. 


DITTO 


TRADE MARK REG. U.S. PAT. OFF. 


DITTO, Inc. 
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Company..... 
Address...... 


SYSTEMS 
DUPLICATOR 


Dial Control Margin Adjust- 
ment assures accurate register 
in small spaces on forms even 
when master does not register 
with copy sheets. 


Master clamp on drum of ma- 
chine is opened and closed by 
foot pedal, freeing both hands 
for handling of masters. 


Line printer tray is available 
as optional equipment. Auto- 
matically adjusts for copying 
each line on master. Simplifies 
and speeds up any line print- 
ing operation. 


By amazingly simple (Dial) 
“‘Magic’’ Copy Control you as- 
sure yourself of bright copies 
all over the sheet and from 
sheet to sheet. 


p———-SAVE PAYROLL! SPEED OPERATIONS! MAIL!~—-—— 


646 South Oakley Boulevard, Chicago 12, Illinois 


Gentlemen: Without obligation please 
Check (_ ) send me New D-45 literature. 
) arrange demonstration for me. 


ee ee ee ee 
eee ee 


ter then could be studied care- 
fully and slowly without having 
to turn back to the first of the 
letter. This, too, would be an 
advantage. 

“TI cannot think of any other 
advantages the two-page letter 
has over the two-sided letter, 
There may be others and doub:. 
less there are. 

“IT have passed over briefly the 
matter of economy in the way of 
cost, but that might have some 
slight bearing in a firm sending 
out considerable correspondence, 
I do not think it would be enough 
to be a deciding factor one way 

r the other. 

“On the other hand, if every- 
one uses long letters on two 
sheets, it undoubtedly means 
more business for the paper 
mills, probably more business 
for the printer or lithographer 
and quite conceivably more post- 
age for the government. So, if 
we look at it from that angle, it 
would be an advantage to have 
everyone use two sheets instead 
of one, and to use heavy paper 
instead of the ordinary 20-lb. 
weight. 

“We do not mean to pinch pen- 
nies. We have not continued to 
use two sides of our regular cor- 
respondence in order to save the 
cost of the extra sheet of paper. 
We have done it because we sin- 
cerely believe it is the best.” 


Letters to the Editor 


Help Wanted! 


Editor, OFFICE MANAGEMENT: 

Help wanted! 

The accounts payable depart- 
ment of every business office, as 
well as every secretary and 
stenographer, solicits the co- 
operation of all office managers. 

Please, sir—check your in- 
voices, letterheads, and all other 
business forms for the all im- 
portant information: your street 
address, your city, and your 
state. 

Experience in handling thou- 
sands of invoices proves that 
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DEPENDABLE IN OVER 
1000 COATINGS IN 


Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 


Duplicating Carbons 
Duplicating Units 
plain or printed 


Pencil Carbon 


Pen Carbon 
Hectograph Carbon 


Pattern Tracing 
Carbon 


One Time Carbon 


Printer's Carbon 


Sales Book Carbon 


Stripe Carbon 
All sizes 
Copying Carbon 
Carbon sewed in 
binders 
Reverse Stripe and 
2-Color Stripe 


Full or Both Sides 
Coated 


CARBON ROLLS FOR 


Vari-Typer 

Burroughs 

Elliott Fisher 
Autographic Registers 
Elliott Addressograph 
All Photostatic 
Alphabetical Printer 


Executive Writing 
Hectowriter 
Tabulating 
Teletype 

Tally Rolls 
Sunstrand 


Laundry Marking 


Kee Lox Dupli-Pax for I.B.M. and Fanfold 


Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make atany time. We consider it afavorto serve. 


KEE |ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U.S. A. 


EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 
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EE |OX ~Y 
THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 
Does NOT Dry Out! 


KEE 
Jox, 
¢ 
Oo 
| 
cae 
L 
E 
T 
E 
L 
| 
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SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


Multilith Lithograph 

| Addressograph Multigraph 

: Dupligraph Teletype 
Speedaumat Stamp Ribbons 
Burroughs Hectograph 
Allen Wales Writerpress 
Cash Registers — 

heckwrit 
Checkwriters Tabulating 
Dalton : 
All American 

Sunstrand Typewriters 
All 1.B.M. Machines All Foreign 
Time Clock Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S. A. 
through 35 Direct Branches 


ieee 


l Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 

| Please send free samples of Carbon: 

| GIF icicncinctemncntnnineennincninmes OD csicersincinomansemeiann 
| Ty PI ivi catiacevasresvevensees copies at one writing and use a 
] initiesthoiinidaalaailaspiatthbdieksathinnseddinnalcusaancenbiaddabandianhii Machine. 
| Ribbons. We are interested in ............ sdicecnictanhiainiipeanistae Silk 
“aaa 

pies o' ork © erent inkings e se 
| NE Sie demetenca parce keaaiataceeconeesasacasoandeabiins deca Duieuinnbacgdeaniooies 
I PE Reinicincntscticgrincunnbiaiimncesciaiebiiicialesaaagapsenisiesmiiaiebsandeaiainaiae 
| Signed by - 
OFFICE MANAGEMENT AND EQUIPMENT W 
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In Sales Correspondence \p | 


it gets RESULTS! 


(And in many other types 
of correspondence, too.) 


| ° 
‘500 1. 
Ab y TTERS 
s Lizep 
| Way oe 
a 7 a 


The usual form letter invites a quick 
trip to the wastebasket. Not so with 
personalized Auto-typist letters. They 
are individually typed by automatic 
machine, completely personal and 
command a busy man’s attention. 
Your typist manually types in the 
heading, pushes the button and the 
Auto-typist takes over from there, typing 
your message at a high sustained 
speed and without possibility of error. 


LET'S GET 
PERSONAL! 


~ 


yl 


The Auto-typist can stop automa- 
tically at any pre-determined place in 
the body of the letter for the manual 
insertion of additional, personalized 
data. The same typewriter is used 
throughout, so there is no problem of 
matching fill-ins. 

For complete information on the 
many correspondence jobs that Auto- 
typist can do faster, better and at lower 
cost, send coupon below. 


The Mastto-ty ist 


50 YEARS’ EXPERIENCE IN MANUFACTURING PNEUMATIC EQUIPMENT 


Pee ee a eae ase es 


Correspondence 
Clinic Increased 


response and 
savings up to 
may result 


from an anal- 
ysis of your 


AMERICAN AUTOMATIC TYPEWRITER COMPANY 


spondence 
practices by 
our staff of ex- 
perts There's 
no obligation 
for the service. 


present corre- | Name 


Dept.i1412614 N. Carpenter St., Chicago 22, Illinois | 
Please send me complete information on: | 
O “Getting Personal Gets Results the Auto-typist Way” | 
O Your Free “Correspondence Clinic” Service | 
Firm a ss | 
Street___ . ealtitationm | | 
City. State i t 
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Letters 


(Continued) 


this all important information jg 

too often missing, resulting jy 

delayed payments, and mis. 
directed and unclaimed mail. 

For our mutual welfare. 

please follow through on this 

suggestion. 

LOUISE KLUMPE, 

Lafayette, Ind. 


A Little Wish 
Editor, OFFICE MANAGEMENT: 

This is a simple little wish I’ve 
had for office equipment : 

Why don’t they make plastic 
index cards—alphabetic and 
otherwise? They wouldn't soil, 
crumple, and probably could be 
made thin enough so _ they 
wouldn’t take too much space. 
Also, they could be made in dif- 
ferent bright colors to automat- 
ically indicate different files. 

ILA GIBBS, 
Mutual Reinsurance Bureau, 
Belvidere, Ill. 


FOR YOUR © 
READING 


SIMPLIFIED PREVENTIVE 
MAINTENANCE CONTROL FOR 
PLANT AND PRODUCTION EQUIP- 
MENT is the title of a six-page 
report issued recently by the 
Systems Division of Remington 
Rand, Inc., 315 Fourth Ave. 
New York, and available from 
their Systems and Methods Re- 
search department. 

Systems described and illus- 
trated in the report, folder KD- 
449, are being used effectively 
by many manufacturers to pre- 
vent interruption of production 
schedules; to increase operating 
efficiency; prevent breakdowns 
in delivery promises; and to re- 
duce cost of manufacture. The 
system is based on a procedure 
which prompts scientific inspec- 
tion of machines, so as to cur- 
tail “emergency” repairs and 
facilitate discovery of that point 
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When you 


need copies... 


Anyone can make prints with Ozalid in sec- 
onds! Reproduction can be made any length 
and almost any width. All Ozaprints are 
made in the same manner — all are delivered 
dry, positive, and ready to use. 


Write on your letterhead for a FREE book- 
let that tells the full Ozalid story. Or consult 
your classified directory for local distributor. 


You need 
OZALID! 


Duplicate in seconds! Simply put your original 
against a sheet of Ozalid material and feed into the 
Ozalid print-making machine. An intermediate step 
is necessary only with absolutely opaque originals. 


Change in seconds! Make alterations or additions 
on your translucent Ozaprint...transfer title blocks 
or even whole sections...then you can use the 
changed print as a master! 


Combine in seconds! Make prints of your material 
on transparent Ozalid film, overlay them on a sheet 
of Ozalid material (paper, cloth, foil, or film), feed 
into the Ozalid machine for a composite print in 


25 seconds! e 


Replace in seconds! Use any translucent Ozalid 
print for a duplicate master. Make shop or field 
prints on Ozaplastic. Clean with a damp cloth. 


Color Code in seconds! Ozalid materials offer 
black, blue, red, or sepia lines on white or tinted 
backgrounds. Light, standard, and heavyweight 
papers are available for any job. 


Don’t copy... use OZALID! 


Johnson City, N.Y. Dept. 155 
A Division of General Aniline & Film Corp. 
“From Research to Reality” 
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| OFFICE MANAGEMENT aud Equepuent 


ig the Only magazine edited exclusively for 


| iti executives who are responsible for the # | : 


| purchases of office equipment, stationery and 


‘| supplies for their firms. 
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rere The editorial ability of 
+ OFFICE MANAGEMENT and EQUIPMENT to provide the 


a 
| kind of information wanted by office executives everywhere is 
a generally recognized -..More and more acvertisers are now finding — to their satisfac- } 
, tion and profit—that this magazine is a direct line of communication 
to the office executives of Big Business . . . that whether they sell ¢ 
7 direct or through dealers, they can sell these large volume users most ) 
P. easily through the one magazine that is edited for them and circu- ( 
a lated exclusively to them. 
= ea .- There is no other magazine that takes its place. If you haven't yet 
ee discovered the force and economy of this publication, you ought to 
= do so now. The first of the year will see many new schedules starting 1 
in OFFICE MANAGEMENT and EQUIPMENT. 
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in the performance of any ma- lS fireproof ? “wal? Le = 168 56 m A 
chine where the law of dimin- \S\0 all #47 So m - 
ishing returns sets in. | \enoa a 7 B08 oa 
3 The folder also outlines how MAKE THIS 610% | $2 |° 
? preventive maintenance records SIMPLE TEST 6107 e 
§ may be combined with property AND SEE! [ Sto o| 
q records to insure that exactly | otis oo 
3 the right amount of equipment | Pie . 
4 is on hand at all times, main- Touch a flame to one of your 9278? | ¢ 
3 tained in top operating condi- lenge chests cr letternesds. ae ” 
E Will it burn? 


tion. A section is also devoted to 


- 


; That’s a little flame. Now 3779 
inventory systems use to con- suppose your entire offices yoo 


trol stocks of replacement parts were on fire—would these 


and operating supplies. same records burn? 
Naturally, if they are 
| COMMUNITY RELATIONS: GET- unprotected. Metal filing cases 
TING ACQUAINTED WITH THE won't protect them for more 
COMMUNITY, is a report based than a minute or so. 


And they may not be protected 


» Ss y . ; , % 
on a recent study of community even in your safe! 


relations practices by the Policy- ; 
holders Service Bureau of the Mere’s why—paper chars 


: A mM without being touched b 
Metropolitan Life Insurance Co., Gomme when Semmens a 


One Madison Ave., New York. above 400°. A safe that has 
One of the questions the Bu- been through a previous fire or 

reau sought to answer in its re- burglary, or does not carry 

search was “Does a business or- the label of the independent 


Underwriters’ Laboratories, 
Inc., simply cannot be trusted. 
It may act as an oven and 


ganization owe anything to its 
community above and beyond 


the fundamental responsibility cremate its contents. 

of providing jobs, maintaining 

satisfactory working conditions, 4 out of 10 firms never reopen after losing their records! 
and paying good wages?” | - "T¢ That’s why yeu should have 


the finest protection you can 
get for your records—a new 
Mosler ‘‘A’’ label safe, made by 
the world’s largest builder of 
safes and vaults. Why take 
chances? See Mosler now and 


As indicated in the report, 
they found that most of the com- 
panies believe that a business 
has social, as well as economic 
obligations to the community. It | 


, ' 

must conduct itself as a good | catia he iis 

6n6 e ° osier insula c- 

citizen, its actions must be of Mosier“"A’’LabelSafewith  9@ Containers com- - vd pain. ar tae ieee 

good moral character, and it burglary resistive chest for ofatile withthe eatery th ning orien. dra 
Miner ’ dual protection againstfire Ota safe—complete the booklet, ‘‘What you should 

must be active in the support of | and Gurghery. record protection. know about safes.” 


those projects the community 


cove ge Mosler Safe ¢. 
The study was made pri- 


“| marily to provide the executives | Main Office: 320 Fifth Avenue : Ae 
of Metropolitan group-insured | New York 1, N. Y. ) Someta ears ae. 
companies with information on | Dealers in principal cities ‘CII 'dlike to discuss your free Record Protection 
proven methods of increasing | Factories: Hamilton, O. + Fy Plezes coud tree bocttlot: “Whee Yee Ghowad 
understanding and cooperation | Largest Builders of Safes : Know About Safes.” 

) between a company and its com- and Vaults in the World a ante stnicc anaes 
munity. It should, however, be yen 

=| of interest to other organiza- Builders ofthe = § wage 
tions as well, and copies are i 
available by writing the Bureau. US eee aa 
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THIS MODERN WAY 


Less than half the cost of other methods 


Here is the solution to binding prob- 


For Your 
Reading 


(Continued) 


% THIRTY-THREE WAYS in 
which manufacturers and other 
business corporations are reduc- 
ing costs and increasing sales 
are presented in a survey on 
“Meeting the Challenge of the 
Buyer’s Market,” issued recent- 
ly by Controllership Foundation, 
1 East 42nd St., New York, 


which is the research arm of the 
Controllers Institute of America. 

Using the case history method 
the report how twenty 
five companies in a wide cross 
section of industry are cutting 
costs through such means as in- 
ventory reduction and subse- 
quent control; paring produc 
tion and labor costs; diminish- 
ing administrative overhead and 
expanding sales. The useful- 
ness of forecasts and budgets in 
controlling inventories and 


shows 


sample Books 


WEAL FOR: als 
\ ales Manu 
presentations ‘ 
Booklets 
Reports 


Instruction Books 


e Lists 
Pric programs 


Catalogs 


The NEW Model 12 ~ 


GBC Plastic 
Binding 
Equipment 


> 


CAN BIND BOOKS 


lems confronting any office which as- 
sembles printed material such as pre- 
sentations, catalogs, reports, manuals, 


ae 
producing loose sheets that should be 


. a solution for any organization 


bound together for easy handling. GBC 
plastic bindings give your booklets new 
utility and added selling power. 


The new Model 12 sets an all-time 


record for economy, low initial cost, 


and quality of work produced. 


You 


save 50 percent or more over conven- 
tional binding methods. With a Model 
12, any girl in your office can bind 
books in less than a minute, at a cost 
of only a few cents. 


PUNCHING: Insert paper... 
push down handle 


INSERT: Slip covers and sheets 
onto open rings 


ac lost 


A LOW COST PLASTIC BINDING 
SYSTEM FOR YOUR OFFICE 


~_ 
ae 


aa 


OPEN BINDING: Operation is 
mechanical 


Sheet ae 


as. | 
« 


CLOSE: 
remove finished job 


Release handle and 


MAIL THIS COUPON NOW for Fall Information 


GENERAL BINDING CORP. 
820 W. Belmont Avenue / ' 
Chicago 14, Illinois 1 
© Please rush me full information ! 
about your new Model 12 GBC . 1 
Plastic Binding Outfit and i 
what it will do for me. . ; 

1 

TE ek Seakabiccerns eatbuvesgventkeeeann 1 
i] 

Company 
1 

Address i 
L 

City ~ Se i 


U. 


S. and Foreign Patents Have Been Applied For On 


GBC Binders and on GBC Binding Equipment. 


*For bindings longer than 12 inches 
ask about the new Model 16. 


PRODUCERS OF 


Sang’, General Binding 
GBC 


¢ 
os 3 WORLD'S LARGEST 
is) 
e, ® 4s 820 WEST BELMONT AVENUE 
Or» 
16 


Coporalion 


MECHANICAL BINDINGS 


pot 1-1-1-1-1-1-1-1-1-1- 11 


CHICAGO 14, ILLINOIS 


| 
| 
| 
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wor'-in-process is stressed jn 
the report, along with the cop. 
trol of stocks in the hands of dis. 
tributors and safeguards against 
over-selling. 

For example, one case history 
given in the report shows how g 
corporation reduced inventories 


10‘. despite a 16‘¢ increase in 
dollar sales, and how it. jin. 
creased turnover of finished 


stocks from 41, times in 1947 to 
53, times in 1948. In another 
instance, a company cut inven- 
tories 25‘: below the prewar 
level by improving production 
flow and standardizing compo- 
nents. 


Wasteful methods 


Product simplification and re- 
design, both to utilize less costly 
materials and _ to eliminate 
wasteful manufacturing meth- 
ods, are helping manufacturers 
to meet present-day demand, the 
report points out. A typical in- 
stance shows how such meas- 
ures, plus closer supervision and 
detailed vield reports, resulted 
in a 20‘: decrease in cost. In 
other cases cited, the Founda- 
tion’s survey shows how com- 
panies among those studied are 
reducing direct labor cost by 
cutting the number of shifts, 
eliminating overtime, installing 
incentive plans, etc., and also by 
lowering the ratio of indirect to 
direct labor, and by using man- 
power budgets and manning ta- 
bles. 


Cuts and budgets 


Economies in administrative 
overhead, the survey demon- 
strates, are being made through 
such devices as percentage cuts 
and variable budgets; pre-deter- 
mining overhead; limiting the 
number of salaried employes to 
be used in particular activities: 
stimulating teamwork and re- 
ducing clerical costs through 
management engineering meth- 
ods. As an instance of the lat- 
ter, the report tells how a more 
effective use of routing slips, 
plus improved production con- 
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| ACCOUNTS RECEIVABLE 
ACCOUNTS PAYABLE 


| FINANCIAL CONTROL 


| OPERATING RECORDS 
| PERSCNNEL 


PAYROLL 
SALES 


BILLING 


INVENTORY 
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IBM ACCOUNTING MACHINES PUT FACTS IN ORDER... 
PROVIDE INFORMATIVE REPORTS ... WHEN NEEDED 


Nothing is so important to efficient business electric machines which perform a// major 
administration as the ability to grasp the accounting operations. This equipment au- 
full meaning of situations as quickly as they tomatically processes information recorded 
arise. But nothing is so unprofitable as just once in IBM Cards, and prepares finished 
unorganized facts, which fail to provide the records, analyses, and other documents from 
information necessary to meet these situa- the same cards—with an accuracy and speed 
tions effectively. far surpassing manual means. 

IBM Accounting places you in the best A demonstration will show you quickly 
position to meet each situation as it arises. how IBM Accounting can be profitably 
It does this by means of electronic and applied to your own organization. 


» 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
World Headquarters Bidg., 590 Madison Ave., New York 22, N.Y. | 
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KROGER GROCERY COMPANY 
CLEVELAND 


Why Pay More? 


Why use expensive equipment for storing 
those ‘seldom referred to"’ inactive records. 
Their very inactivity demands the lowest 
possible cost for efficient storage. 


LIBERTY Record Storage Boxes are de- 
signed and priced to do this job both effi- 
ciently and economically. Their ability to do 
this job is proved by an accumulation of 
over 89,000 satisfied users. 


CATALOG 


Write today for 
New Catalog of 
Record Storage 
Products and 
Manual of Record 
Storage Practice 


BANKERS BOX COMPANY 


Established 1918 


720 S. Dearborn Street, Chicago, III. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 
pieces of equipment or large quantities 
of office supplies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subscribers Inform tion Department 


OFFICE MANAGEMENT 


AND EQUIPMENT 
212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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For Your 
Reading 


(Continued) 


trol, is saving one company 
$50,000 a year in production de- 
partment personnel. In another 
case reported, a manufacturer 
reduced his cost of handling in- 
dividual orders from $1.50 to 50 
cents through methods simplifi- 
cation and improved routing pa- 
pers. 


Unit costs reduced 


The reduction of unit costs 
via increasing sales is thorough- 
ly covered in the Foundation 
study which covers such meth- 
ods as expanding market re- 
search; developing sales incen- 
tives; broadening product lines 
by adding related items; open- 
ing new outlets; reviewing pric- 
ing policies and the like. 

Commenting on the timeliness 
of the study, Edwin W. Bur- 
bott, president of the Founda- 
tion and vice-chairman of the 
board of the A. B. Dick Co., Chi- 
cago, said: 

“It has always been the func 
tion of top management to re- 
duce costs as fast as possible, 
and to distribute the savings to 
customers, to emplovees and to 
stockholders. However, this 
function was lost sight of dur- 
ing the war, when costs were 
not as important as production 
speed, and when so much busi- 
ness was done on a cost-plus- 
fixed-fee basis or subject to 
renegotiation. 


A challenge 


“While cost reduction is not 
new, there are many people in 
management today to whom it 
comes as a new challenge. The 
Foundation study is designed to 
help them apply tested time and 
money savers to their cost and 
pricing problems.” 

The survey was conducted un- 
der the direction of Walter 
Mitchell, Jr., who is research 
director of the Foundation and 


OFFICE MANAGEMENT AND EQUIPMENT 


Managing director of the Con- 
trollers Institute of America. 
He was assisted by an advisory 
committee of Institute members. 
including J. Kar] Fishbach, as. 
sistant controller, R. H. Mac 
& Co., Inc.; E. C. Hof, comp- 
troller, American Brake Shoe 
Co.; S. W. McLaughlin, comp- 
troller, West Virginia Pulp g 
Paper Co.; T. F. Mowle, comp- 
troller, Dow, Jones & Co., Ine. 
and J. J. Waldron, treasurer, 
Jacob Ruppert Brewery, all of 
New York City. 


ARMED ROBBERY, by Richard 
L. Holcomb, associate professor 
of public affairs, Bureau of Po. 
lice Science, State University of 
Iowa, is a 44-page manual de. 
signed for potential hold-up vie. 
tims, and gives instruction in 
what to do when a hold-up does 
occur. The material presented 
in the paper-bound publication 
does not hope to. present all 
methods that might be of value 
in possible hold-ups. Its author 
hopes only that the persons 
reading it will adapt the ma- 
terial to their own situation. 

Graphically illustrated, the 
publication is designed to do 
four things: First, to secure the 
safety of employees and cus- 
tomers of financial and other in- 
stitutions, second, to reduce the 
actual losses by keeping the 
money that is given to the rob- 
bers to an absolute minimum; 
third, it is designed to operate 
within the public interest, as it 
is believed to be an effective 
method of apprehending crimi- 
nals; and fourth, it is designed 
to promote good public relations. 

The book offers a plan which 
is broken into three sections: 
(1) What to do before the hold- 
up occurs, (2) what to do whet 
it is occurring, and (3) what to 
do after it has occurred. 

A non-profit publication, it is 
available from the Institute of 
Public Affairs of the State Uni- 
versity of Iowa, Iowa City, at $1 
per copy. Discounts are a: 
lowed on quantity purchases. 
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SAVES SPACE 


The top edge and tab of Smead's TWO- 
PLI-TOP folders are reinforced by turning 
over and glueing an extra inch of stock — 
this gives a smooth, rolled non-cutting edge 


SAVE FIRST COST june 


thousand* — enough to fill a 


standard four drawer file. Standard 


heavy-weight 11-point folders 2/5 
cut tabs cost $26.60 per thousand 
—A SAVING OF $3.60. 


Smead’s TWO-PLI-TOP folder 
with its rounded corners is a bet- 
ter folder than the standard single 
top. It will wear longer, and will not 
cut or scratch fingers of the file clerk. 


THIS ILLUSTRATION BASED ON CURRENT PRICES 


SAVE ° \ <n 
SPACE ~ | 


EE" 


One thousand 11-point standard 
single top folders will take up 22 
inches of filing space. One thou- 
sand 8-point TWO-PLI-TOP folders 
will take up only 16 inches of space. 
Assuming a four drawer file to cost 
$70.00, and to provide 100 inches of 
filing space—each inch is worth 70¢ 
—and the TWO-PLI-TOP folders 
thus SAVE SPACE WORTH $4.20. 


WHY . . . A SMEAD’S TWO-PLI-TOP FOLDER? 
Twi 


re arasne nchpaeee i 
Smead’s TWO-PLI-TOP folders, iy 00008 an whic 1 
medium-weight 8-point 2/5 cut , 
tabs (illustrated) cost $23.00 per — 
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of double strength at the points of greatest 
wear. Made of rigid, close knit manila fiber. 
A medium weight TWO-PLI-TOP folder of 
8-point thickness actually provides 20 points 
of thickness at the tab — almost twice that 
of a standard single top heavy weight | |- 
point folder. 
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— i folded over and give 
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UCTION! 
20 points © 
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8 points of po 
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SAVING ON FOLDERS........ $3.60 
SAVING ON SPACE 4.20 


A TOTAL SAVING OF... . $7.80 


SEND FOR 


You get at the same time, folders which have 


SAMPLE 


_ THE 


set MANUFACTURING CO.,1NC. = HASTINGS, MINNESOTA 


Export Representatives: UNITY EXPORT CORPORATION, 295 Madison Ave., 


GREATER strength (at the points of greatest 
wear) than the standard single top heavy weight 
11- point folders. 


New York 17, New York 
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SMEAD’S 


With colorful tabs of “lastéc 


The basic principle is sound. 
You read from left to right— 
like a book. 


Locate the guide you want, 
then the individual folder. 


The miscellaneous folder holds 
the occasional letter. 


7) 
f=) 


Yj Y 29 
LYY)MOM GUIDES 


REG. U. S. PAT. OFF. 


DIRECT THE EFFORTS OF THE FILE (i 


When you refile, use the num- 
ber shown on the folder tab 
—place behind the guide of 
the same number. At the 
same time you double check 
against the alphabetical char- 
acters. 


Use an OUT GUIDE to control 
material taken from the file. 
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sea The 
——— folder label. 
Several colors 

for classification. 
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|| Cclluloid Tabs 
i] 1997-25 


The de luxe miscellaneous folder. 
Angle insertable tabs. 
20 point Smeadfibre. 


The OUT GUIDE. A control factor. 


For bulky material. 
Expansion up to 5%”. 


sm 


Lildi 


The individual folder. 
Note the TWO-PLI-TOP at the 
point of greatest wear. 
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San A 


eT Fy 


The miscellaneous folders. 
Green Jutefibre. 


Export Representatives: UNITY EXPORT CORPORATION, 295 Madison Ave., New York 17, New York 
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Are his family relationships congenial? 


INTERVIEWING OFFICE PERSONNEL 


By Jack H. McQuaig, B. Com., M.A. 
Industrial Psychologist, Toronto, Canada 


® EVERY interviewer has some prejudice re- 
garding the type of personnel he will hire for his 
office staff. 

Sometimes these biases are conscious, i.e., a dis- 
like for men with limp handshakes, receding 
chins, and low foreheads; but an interviewer 
often has unconscious prejudices of which he is 
unaware. For instance, he may have a strong 
tendency to favor men who are confident and 
highly extroverted, and who put up a good front. 
His trend in this direction may be caused by the 
fact that the interviewer is a confident person 
himself and therefore respects this quality in 
others, or possibly he is an introspective man who 
lacks poise and self-assurance. If the latter situa- 
tion applies, he may admire men who have those 
positive traits that he himself lacks. Our preju- 
dices spring from our own strengths and weak- 
nesses. 

Personal appearance strongly affects some in- 
terviewers. Many a man with high intelligence, 
good attitudes, personality, and motivation has 
been turned down for a job because the man who 
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interviewed him disliked applicants with sallow 
complexion, short stature, or a partially bald 
head. Yet, it has been definitely established by 
research that personal appearance gives no out- 
ward indication of a man’s personality qualities, 
intelligence, or emotional stability. Take any 
convention group of executives, engineers, doc- 
tors, or salesmen as an example. Although these 
men are all successful in their particular fields, 
they do not have any mannerisms or appearance 
characteristics which are common to the entire 
group. 

Unfortunately, most of us think that we have 
the ability to appraise character and personality 
by a brief conversation with a man. This fact is 
probably the cause of most of the mistakes made 
in the selection of key personnel. To insure against 
bad judgment in hiring, it is important that we 
choose the most unprejudiced people possible to 
do the interviewing. Persons with a keen interest 
in people and with an understanding and sympa- 
thetic temperament, plus varied experience, are 
usually the most suitable. A man who has known 
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some adversity and who is modest and unassum- 
ing can generally get most information from job 
applicants. 

The key to good interviewing is the ability to 
make the candidate feel confident and thereby in- 
spire him to talk about himself. Knowing the 
questions to ask in order to get the required in 
formation and knowing how to interpret the data 
when it is revealed are also important factors. 
Expert interviewing requires professional 
training in psychological theory, plus experience, 
and constant practice. Interviewing men at the 
executive level for office positions is particularly 
difficult. When you hire a cost accountant, assis- 
tant office manager, or other key men from out 
side the company, it is a real test of vour skill as 
an interviewer. 


Suggestion for selection 


The following suggestions may be helpful the 
next time you are selecting a man for an impor- 
tant position. If you can forget that he has im- 
pressed you favorably or unfavorably on first 
meeting, and assume that you have absolutely no 
ability to size him up by talking to him or by 
looking at him, you are off to a good start. Try 
to make yourself judge him mostly on his past his- 
tory and his attitude towards work and towards 
life in general. This is known as the clinical 
method, and is used by psychiatrists and psychol- 
ogists in personality appraisal. 

After having a brief friendly chat with the ap- 
plicant, you might ask him to give you a resumé 
of his work experience starting with his very 
first job. When he has finished his story, ask him 
a few questions about his past jobs. Find out 
something about his early work history. Did he 
help earn his spending money in school and col- 
lege, and thereby learn the habits of hard work 
from the beginning? Does he have the ambition 
which provides him with the motivation to work? 
Single men, and men whose wives are employed, 
often lack the incentive to put forth the serious 
effort required for success. 

After your candidate has told you about his job 
history, ask him to tell you about his early family 
life. Question him on his adjustment to the rest 
of the family. Was his father overly strict? Did 
he resent parental discipline? Men develop their 
attitudes towards authority early in life. Was 
he happy at home? If he was an only child or the 
youngest in a large family, he may be spoiled or 
wilful. Does he still keep in touch with his fam- 
ily? Are relationships between himself and his 
close relatives congenial? If not, it may indicate 
some instability on his part. If he blames his 
family for his failures or misfortunes, he may 
be an immature person who does not accept re- 
sponsibility for his own behavior. 
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Next, ask him to tell you about his school ex. 
perience. Was he a good scholar? Did he eyer 
stand first in his class or did he ever fail a term? 
Did he participate in school activities such as 
sports, clubs, or social events, thereby developing 
social skills and the ability to co-operate with 
others? Did he keep himself at school? Diq 
he indulge mostly in solitary activities such as 
reading or tinkering with machinery? If so, he 
may have acquired tendencies which prevent him 
from working effectively with people. Personal. 
ity habits developed early in life usually change 
very little after a man reaches maturity. 

Next, try exploring the area of his social, hobby, 
economic, health, and spiritual life, or any field of 
his past activity which gives some insight into the 
development of his attitudes, personality, and 
character. When you have finished a complete 
survey of his history, you will probably have 
changed your mind several times about his suit- 
ability for the job. This will convince you of the 
futility of trying to size men up from their ap. 
pearance and from a casual conversation. 


His history and attitudes 


In the clinical method, the interviewer does not 
appraise the actual man, but rather his history 
and attitudes. This helps the interviewer to free 
himself of the prejudices and biases which he has 
concerning personal appearances. Once the man’s 
life story has been revealed, the interviewer will 
see the candidate in an entirely different light. 

A rough picture of a man’s stability can be 
drawn by checking his persistence and steadiness 
in his work, hobbies, and relationships with fam- 
ily and friends. A measure of his maturity can 
be obtained by noting his past ability to be inde- 
pendent and to assume responsibility. Some in- 
dication of his aptitudes will be found in the type 
of activities in which he has been interested and 
successful. 

Sometimes it will be simple for you to make 
a decision regarding the candidate’s suitability. 
Often, however, the data which you get concern- 
ing him will be both positive and negative. in these 
instances, making a decision will be more difficult. 
Such cases call for a deeper type of interview 
which can only be made by someone with formal 
training in the field of psychology and with long 
experience and practice in the technique of inter- 
viewing. Tests, questionnaires, and projective 
techniques which are available to the industrial 
psychologist help him to get a clearer picture of 
the attitudes, motivation, stability, maturity, and 
aptitudes of the candidate. 

The adaptation of the clinical method described 
here should enable any executive to make better 
decisions in the selection of key personnel for the 
office. 
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A MODERN 
COMBINATION 
OF OFFICES 
AND PLANT 


* NEW OFFICE and plant facilities at Niles, 
Ill., sixteen miles from Chicago’s Loop, represent- 
ing an investment of $8,000,000, were placed in 
operation recently by the A. B. Dick Company, 
nationally known manufacturer of duplicating 
machines and supplies, bringing under one roof 
the office and plant operations previously carried 
on in two loeations in Chicago. 

Described as one of the most modern buildings 
in the Chicago area, the new installation is on a 
site of approximately fifty-three acres, and takes 


the place of two separate plants in Chicago proper. 
The new Dick center has 550,000 square feet of 
floor space, which represents a saving of 20 per- 
cent in space over that utilized in the previous 
buildings. Construction time was two years. For 
many years the Dick offices and plants were lo- 
cated at 720 West Jackson Boulevard and 3040 
West Lake St. Right of way for a new super- 
highway caused the Dick organization to vacate 
the West Jackson Boulevard property. 

The offices are a most impressive feature of the 


In the office building entrance lobby 
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new center. The 100,000 square foot two-story in a series of displays placed in porthole framing, 
office building dominates the highway approach to The office building is T-shaped, the stem of the 
the single-story plant. Buff face brick has been T connecting to the manufacturing plant. Plant. 
used with limestone trim thoughout the office office services such as personnel, medical, and the 
building, where panels of green slate have been offices of the manufacturing and engineering 
used between the sections of aluminum sash to divisions are in this connecting stem. Also Jo- 
obtain an interesting band effect. A _ simple, cated in the stem is the cafeteria, which is used 
massive limestone entrance, designed by Walter by both office and plant personnel. It seats 284 
Dorwin Teague, carries bronze letters and a persons and serves 3,750 meals a week. 

bronze canopy. In the lobby, the evolution of One of the features of the new plant is a com- 


A. B. Dick mimeograph equipment is p 


ortrayed 


pletely automatic ventilating system which 


LEFT: Colorful figured drape; 
and a cork-faced wall form part 
of the decorative scheme in the 
office of John P. Wright, execu- 
tive vice-president of A. B. Dick 
Company. Built-in cabinets be- 
neath the windows are typical 
of those in the executive suites, 
decorative details of which were 
designed by Walter Dorwin 
Teague. Note the reduced 
height of the fixed windows and 
the louvered openings beneath 
the sills, characteristic of installa- 
tions throughout most of the of- 
fice building. 


BELOW: More than 3,750 meals 
are served each week in this 
cafeteria in the new A. B. Dick 
Company plant at Niles, Ili. 
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ABOVE: Secretaries to A. B. Dick Company's two ranking executives occupy these offices. 

Daylight through Venetian blinds in windows directly above office entrance filters through 

corrugated glass partition separating these two offices, and through the bronze-framed 
plate glass wall and doors to light corridor approach. 


BELOW: Office of A. B. Dick, Ill, company president. 
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In the tabulating machine room in A. B. Dick Company's new office 


changes the air in the plant once every ten min- 
utes. In addition to this mechanical ventilating 
system, the office structure and several processing 
areas are completely air-conditioned. 

Acoustic tile ceilings, recessed continuous two- 
lamp fluorescent lights furnishing 60 foot-candle 
illumination, and wall-to-wall carpeting where 
noise control is essential, as. in the tabulating 
machine room, make their contribution to this 
modern office work area. 

A 450-car parking area has been provided for 


the 1,000 people who are employed in the plant 
and offices. 

The new buildings were formally dedicated on 
October 22nd by Albert B. Dick, Jr., chairman 
of the board, before about 3,00 persons, including 
employees and their families and friends. Also 
taking part in the ceremonies was Albert B. Dick 
III, president of the company. 

The Austin Co., Cleveland, Ohio, were the 
builders and engineers for the new plant and 
offices. 
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Below: A bulletin describing a new ard unique clamp has been 
issued by Hunter Spring Co., Lansdale, Pa. The Neg'ator spring 
steel clamp, a fundamental form of the Hunter Neg'ator, is the 
“first elastic member ever to exhibit negative or constant force- 
deflection characteristics." 


tin No. 310-1C. 


The device handles clamping problems all the way from the office 
to the shop. A typical use for it is shown in the picture at the 
left. The bulletin describing the device, “Neg'ator Clamps for 
Industry", can be had by writing Ralph P. Coleman, Jr., for bulle- 
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Office Management and Equipment 
wishes all its readers a most merry 
Christmas and a New Pear of 
happiness and prosperity 
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% DRAMATIC evidence of the value of modern- 
izing office lighting is apparent in these before 
and after pictures of the offices of Shapleigh 
Hardware Co., St. Louis, Mo. 

The office area shown is 117 x 117 feet, minus 
offsets for elevators and stairways. The bays are 
15 x 15 feet, with a ceiling height of 19 feet. The 
original lighting consisted of four suspended glass 
globes per bay, each mounting a 75-watt lamp. 


Before (above) and after re-light- 
ing, in offices of Shapleigh Hard- 
ware Co. 


The intensity of illumination averaged six foot- 
candles, consequently desk lamps were used ex- 
tensively. (See “before” photograph.) The ceil- 
ing and side walls are finished in flat white paint 
several years old, the office furniture is dark oak, 
and the floor is a natural maple finish. 

The modernizing installation, which won a 
Merit Award for the Union Electric Co. of Mis- 

(To page 34) 
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A. Devaney, Ine., N. Y. 


Witchery confuses 


“DOUBLE, DOUBLE, TOIL AND TROUBLE” 


By Irene McFarland 


of Records Management Association of New York 


% ONE of the least familiar and most pernicicus 
effects of the last war is the presence of witch- 
craft in offices. 

This startling fact is revealed in the second re- 
port of the C.S.0.C.M.O. (Committee for the 
Study of the Origins and Control of Magic in Of- 
fices), recently completed after long and intensive 
research by subordinate task-forces working on 
special aspects of the problem. Beginning on 
Hallowe’en in 1948, the results of their investiga- 
tions have appeared at intervals but limitations 
of space confine this article to a bare summary of 
the committee’s findings. 

It is the conclusion of the committee that witch- 
craft (Species Officicus) was brought into this 
country from Africa by military personnel. It is 
well known that Africa is the home of witchcraft : 
that it governs the daily lives of the natives in 
minutest detail; and that the most potent spells 
are known to their wizards. The committee’s 
theory is that certain individuals have acted as 
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carriers of this influence, unknown to themselves 
and certainly without harm, just as certain di- 
seases are transmitted by carriers, a situation fa- 
miliar to the medical profession. Thus, when the 
carriers, after demobilization, returned to busi- 
ness life, this sinister influence was disseminated 
in the offices of the nation, there to affect proce- 
dures, discipline, and morale to a degree not real- 
ized until the committee began its researches. 

A very common form of witchcraft is the be- 
witching of an individual so that his identity is 
completely changed and he becomes a different 
being. There are many offices in which an ex- 
ecutive has been bewitched thus, becoming to all 
appearances an army sergeant. If his subordi- 
nates are simultaneously transformed into pri- 
vates, the result is usually beneficial, and the out- 
put of work is doubled or tripled. But if the sub- 
ordinates retain their own identity and only the 
executive is bewitched, there is confusion. 

(To next page) 


AND EQUIPMENT 29 


Lar; 


a 
‘ -. 
; ro 
& | 2a 4 
' 2 in ‘ 
* “ae 
. = 
bat 7s. <= " _ 
ere Mi e 7° <<. oe fe 
a oe a , ~ “oe 
<2 ) ry as”. Ve _* 
— ‘eee Jane Bo ms Oh . a7 ' u - 
oe % oe pal cs Pi 7s ie s 
5 ae ole = eme Ca a4 Ss =. 
d : (ee ER: Bie s , > 
pax ee, ie ie As _ ee x a a 
a) > Ss: Sn . < sr aa * me ae take a Sf fr = 
F cA) we. | 
os oo : - E ‘ c ee gu + ra ; eee 
ea ow cs J “eet” 
fe a ae Se Pa: 
ase oy Ce ee ae " : 
eg Z| ae * 
€ ; F lil 
oot- * ae nsiia . t 
ex- es 
ei]. 7 
alnt 1" 
yak, , e : 
Whe 
la é 
lis- : 
ae 
23 
: 

? 
¥ 
= a ee , F 
— a = i es é : iy Pie ae = 1 a ~ al xt a r, . | oy iy Bie! eer ia _ eo # ey ae Fs J aaa - a ae ‘ A, 


ome 


Inanimate objects are often touched by the ma- 
lign influence. If an executive’s dictation pro- 
ceeds with frequent “er-ers,” “ahems,” and “no- 
don’t-say-that’s,” the transcribed letter will pre- 
sent complete grammatical sentences, well-ex- 
pressed and neatly typed. Some dictators will 
realize at once that something is wrong and will 
exclaim, “This isn’t what I said!” The answer. 
of course, is that the notebook was bewitched, and 
the stenographer’s notes were affected. 

Files have a singular attraction for witchcraft. 
Indeed, the committee has seriously considered 
the advisability of eliminating files from offices, 
since they are undoubtedly a breeding place for 
dark influences, especially if handled by carriers. 
If a letter is not found in the proper folder, an- 
other person subsequently opening the folder will 
immediately perceive it lying in full view, al- 
though it may be still on the executive’s desk. The 
results of such a situation are sometimes nerve- 
shattering. 

Witchcraft also causes folders to disappear 
completely, and to turn up in strange places, even 
in other offices, after a considerable lapse of time. 
The committee cites definite examples of this form 
of witchcraft. One file, after some weeks, was 
returned from a court room in a distant county. 
Another was found by a building employee behind 
the radiator in a washroom. Several were found 
in other offices. And there were numerous in- 
stances of files found in other departments at the 
transfer period, or in clearing desks for vacation. 
In all these cases, no method of transportation 
was ever discovered, and no one in the office in 
question had ever had occasion to use the files, 
proving beyond doubt that witchcraft had been 
at work. 

Employers concerned with the “washroom 
problems” should consider the likelihood of witch- 
craft. Washrooms, says the committee, are uni- 


versal lurking-places of the Black Presence. An 
employee in the washroom considers himself at 
his own desk area, conferring with his colleagues 
on procedure problems. A cigarette lighter in the 
hand is to his bewitched mind a telephone, by 
which he is receiving instructions, or giving them. 
A girl in front of a mirror, if she has succumbed 
to the pervading atmosphere, is really sitting be- 
fore her typewriter, her fingers busy at their ae- 
customed task. Thus the committee points out 
the real heart of this fundamental office problem: 
the bewitched employees have no idea that they 
are wasting time. On the contrary, the subtle in- 
fluence of witchcraft convinces them that their 
industry merits salary increase. 

Has the committee found any solution to the 
witchcraft evil? 

In old days, the most effective protection 
against witchcraft was a horse’s head affixed to 
the eaves or ridgepole of a structure. However, 
owing to the height of the modern office building, 
the committee considers this impracticable. Yet 
there is a remedy which can be resurrected from 
the past—the talisman, which through the cen- 
turies has had many different forms. The mod- 
ern form of talisman against witchcraft should 
be nothing else than the monogram of a manage- 
ment association, and the committee suggests that 
of the association which has already indicated its 
interest in the committee’s work by re-printing in 
its monthly magazine a prior report on magic in 
offices. This monogram may be made up as a 
pocket piece for individuals, as a wall plaque in 
offices (particularly in washrooms), or as a 
sticker for mail, catalogs, and the like. 

The problem of disease carriers has been con- 
quered, not by individual physicians, but by or- 
ganized medicine. The problem of witchcraft, in 
the same way, will have to be solved, not by the 
office managers, but by organized management. 


OFFICE COFFEE 
Cory Corporation, 221 North La 
Salle St., Chicago, are manufac- 
turers of coffee brewers, so what 
more natural than that the com- 
pany's office girls should put its 
latest model automatic brewer 
to use for office coffee! 
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Dr. Philip M. Hauser, right, acting director of the Bureau of the Census, receives the Elec- 

tronic Statistical Machine, developed by International Business Machines Corporation for use 

in compiling the 1950 Census. Louis H. LaMotte, IBM vice-president, is making presentation. 

Working by hand, it would take 500 persons all their working lives to accomplish what these 
machines will do during Census period. 


FOR BIGGEST TABULATION JOB 


New Census machine is demonstrated 


* THE Electronic Statistical Machine, devel- 
oped by International Business Machines Corpora- 
tion for use in one of the world’s biggest office 
jobs—compiling the 1950 Census—has been form- 
ally presented to Philip M. Hauser, acting direc- 
tor of the Bureau of the Census. 

At the Census Bureau’s Washington headquar- 
ters, demonstration revealed that the new ma- 
chine combines in one operation the simultaneous 
functions of classifying, counting, accumulating, 
and editing. The machine then prints the statis- 
tical data resulting from groupings of informa- 
tion and automatically balances the totals to in- 
sure their accuracy. Prior to the development of 
the Electronic Statistical Machine, these functions 
required one or more operations with a number 
of machines. It is estimated that working by 
hand, it would take 500 persons all of their work- 
ing lives to accomplish what the Electronic Statis- 
tical Machines will do during the 1950 Census 
period. > 

The editing function is one of the most fascinat- 
ing features of the new machine, since it auto- 


December, 1949 


matically detects and rejects punched cards con- 
taining improbable data. For example, a card 
might indicate through error than an eight-year- 
old boy is a war veteran. The electronic machine’s 
editing feature would automatically reject this 
ecard. When the technique is applied, automatic 
editing eliminates the need for manual editing, 
which involves the visual examination of millions 
of questionnaires to make certain that entries 
were properly made in the proper places, and that 
the information is reasonable and consistent. 

The new machine has speed as well as versatil- 
ity. It has a capacity for counting up to 10,000 
units in each of 60 different classifications while 
simultaneously sorting the cards into prede- 
termined groups at the rate of 450 cards a minute. 
Totals for major classifications can be broken 
down simultaneously into smaller classifications. 
For example, the total number of farms in a state 
can be counted at the same time that they are 
broken down into as many as 60 size and owner- 
ship ranges. 

(to page 50) 
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When the Decorator Gets to Work 


% WHEN Harold C. Rose, of H. C. Rose Co., 
New York insurance firm, decided to have an 
office every bit as comfortable and attractive as 
his own home, he gave an interior decorator an 
opportunity to show what good taste and good 
furnishings can do in transforming a convention- 
ally drab executive office. 

No architectural changes were considered nec- 
essary. The interior decorator, Ormond Butler 
Riblet, added a chair rail to break the sense of 


height from floor to ceiling, and strove for an 
effect of pleasing simplicity. Out came some old 
and worn office furniture, and in its place went 
comfortable and beautiful reproductions of tradi- 
tional pieces. Basic colors selected were greige 
and gold, sparked with brilliant and colorful con- 
trasts. 

The new atmosphere, gracious and warm, has 
brought much favorable comment from clients of 
the company. 


Decorator's touch transforms drab 
office of insurance executive. 
Leather-topped English pedestal 
desk has green-shaded student 
lamp on it. Mahogany cabinet at 
wall is a well-stocked celleretie, 
complete with glasses and bar 
accessories. Prints b:ing color 
accent to walls. 
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First step in long-range office cost reduction program is to provide proper quality of personnel 


Miscellaneous Opportunities for 


COST REDUCTION 


Excerpts from address by John S. Wiltse, assistant general sales 
manager, industrial —— division, Johns-Manville Corpor- 


ation, New York; be 


ore 1949 Office Management Conference of 


American Management Association 


% EVERY TYPE of expense in the office is a 
source of potential savings, but the greatest op- 
portunity for cost reduction is found in a few 
major items of expense. The office executive 
should plan his program of cost reduction in such 
a way that attention is focused on those which 
promise the greatest savings. 

We will start with rent; an item that represents 
about 10% of office cost. That is a fixed item of 
overhead which does not vary from month to 
month nor from year to year except when leases 
expire. Unless an organization has a formula for 
the allocation of space for use of personnel and 
facilities, it is quite possible that more space will 
be contracted for than is necessary for efficient 
operation of an office. 

Communication expense—long distance tele- 
phone and commercial telegraph—is another 
item of office operations that affords opportuni- 
ties for real savings. Like rent, communications 
represents about 10% of the average office bud- 
get. Some companies have effected some savings 
by a rigid questioning of the need for making a 
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long distance call, but this is not entirely satisfac- 
tory. True, many calls can be stopped, but many 
more others are made because there is a need for 
fast communication. 

Recognizing that transmission of messages is 
important to the efficient operation of a business, 
the solution to the high telephone expense prob- 
lem is the installation of a leased wire system and 
teletypewriter or teleprinter equipment. 

The greatest opportunity of savings in the of- 
fice, however, is in personnel. In the average size 
company, the cost in salaries of the inside group— 
exclusive of management—will run between 40% 
to 60° of the total expenses. If an organization 
has a total budget of a million dollars, this would 
mean that the clerical salary cost would run some- 
where between $400,000 to $600,000 per year. 
There, then, is the one principal item of cost in 
the office—the one which offers the greatest op- 
portunity for savings. Perhaps it is not fully 
recognized the extent to which the number of of- 
fice workers has increased. Let me give you a 
little background. (To next page) 
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The clerical worker has become a very large 
factor in the business world in general and in the 
office in particular. Since 1900—over practically 
half a century—we have experienced our greatest 
industrial expansion. During that time the num- 
ber of factory workers in the U. S. has increased 
by 75°o. During that same period, the number 
of white collar workers has increased 356°>—a 
startling contrast. 

There is reason to believe that the clerical com- 
plexities of business and its relationships, and the 
increased demand for reports and statistics by 
government agencies have added to the work load. 
It is my opinion, however, that a fundamental rea 
son for the increase is that office operations have 
not been subjected to the same technical advances 
and controls which have been applied so effec- 
tively to poduction processes. 

The first step in the long range program for re- 
ducing office costs is to provide the office with the 
proper quality of personnel. Proper selection 
through careful interviewing and pre-employment 
testing will insure securing people of ability. 

In my own organization, our program of pre- 
employment tests and training of clerical workers 
attained its maximum level right after the war. 
Since then, it has been standard practice for ap- 
plicants for positions to be given pre-employment 
tests and for new employees, particularly those in 
key positions to be given training in their jobs. In 
our order clerk group—those who handle the pric- 
ing, coding, etc. of customers’ orders—all new em- 
ployees, have been tested and trained during the 
past four years. It is interesting to note that the 
number of errors in the handling of customers’ 
orders has been reduced about one-third in the 
past three years. I believe that this proves that a 
program of proper selection and adequate train- 
ing pays off in a higher level of work perform- 
ance. 

Time does not permit me to go into all the de- 
tails of a system of work measurement and cleri- 
cal cost control—such discussion could go on for 
hours. However, I will briefly mention the steps 
followed by many companies which have devel- 
oped a scientific program of work measurement 
and clerical cost control. 

First is the preparation of a flow chart to show 
graphically the nature and sequence of operations. 
Details of the work flow are charted and study 
given to the need for any changes, simplification, 
establishment of controls or other work changes. 
In other words, the flow of work is broken down 
into its component parts just as in the case of a 
manufacturing process. Then the operations are 
put together again in a logical sequence that will 
permit completion of a clerical routine in the 
quickest and simplest way possible. 

The second step is development of detailed job 
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descriptions for each position in the department, 
These of course would be developed from the pro. 
cedure flow charts and would be in considerable 
detail, both qualitative and quantitative, for use 
in personnel selection, employee training, job 
evaluation, and salary administration. 

The third step is the development and assign. 
ment of time values to each operation shown on 
the chart. These time values are developed from 
studies of production performed by the employee 
whose work output is being measured. Again the 
process is similar to a production operation where 
each step is weighed and the amount of time re- 
quired to complete each operation is determined, 
With the unit time and the volume known, estab. 
lishment of the standard is simple. 

The final step would be monthly reports show- 
ing the comparison by department of the amount 
of work actually done in comparison with the ae- 
tual hours against standard hours of performance, 
These reports will give the responsible executive 
an up-to-date and current picture of the man 
power situation in each department. At the end 
of each month he will know if a department has 
too much or too little in the way of adequate per- 
sonnel. The guesswork will be taken out of pro- 
viding the proper number of people to do a given 
amount of work. 

A number of companies have gone ahead with 
such programs of work measurement to give 
proper control of clerical costs. The end result of 
such programs have been very gratifying to the 
companies involved, for savings in clerical salaries 
have run around 20%. Consider, then, a com- 
pany with a clerical payrell amounting annually 
to say a half million dollars per year. The poten- 
tial savings are a fat hundred thousand dollars. 


What Light Can Do 


(From page 28) 

souri at the 1947 International Lighting Exposi- 
tion, consists of 352 two 40-watt lamp fluorescent 
units, with diffuse glass side panels and louvered 
bottoms, in continuous rows on 7’ 6” centers. The 
installation provides an average of 45 foot-can- 
dles of quality illumination, with 2.6 load watts 
per square foot. The fixtures used were manv- 
factured in St. Louis by the Modern Light Co. 

After the installation had been completed six 
months a company official had this to say of it: 

“We think the lighting is one of the finest 
things ever done for this century-old firm. In this 
large office area, before the lighting moderniza- 
tion, you could stand at one side or at one end, 
and couldn’t see the far side of the room. Every- 
one had to use a desk lamp to be able to see their 
work; some were goose-necks, which, when tilted 
shone into other people’s eyes. Everybody in the 
office is enthusiastic about our new lighting.” 
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World Wide Photo 


Former President Herbert Hoover receives the Frederick W. Taylor Key from Dillard E. 
Bird, president of the Society for the Advancement of Management, at the Society's 
annua! dinner. 


HOOVER AWARDED TAYLOR KEY 


% HERBERT HOOVER, engineer as well as 
stateman, whose services to the Commission on 
Organization of the Executive Branch of the Gov- 
ernment, popularly known as the Hoover Ccm- 
mission, have highlighted one of the most compre- 
hensive and important management projects in 
American history, had tangible recognition of his 
accomplishments in this vital study accorded him 
at the annual convention of the Society for Ad- 
vancement of Management, held last month at the 
Hotel Statler in New York, when he was presented 
with the Society’s Frederick W. Taylor Key. The 
key is awarded annually for the year’s outstand- 
ing contribution to the advancement of the art 
and science of management, as conceived by Fred- 
erick W. Taylor, pioneer of scientific manage- 
ment. Cyrus Ching, Federal Mediator, was also 
on hand to receive the Society’s Human Relations 
award. 

The awards were made at the Society banquet 
on the night of November 3rd. Cloud Wampler, 
president of Carrier Corporation, was the fea- 
tured speaker. 

Devoted to the theme, “Competition: The Chal- 
lenge of the 50’s,” the conference featured an im- 
pressive group of top management executives 
from some of the nation’s leading industrial com- 
panies. 
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The speakers were Dillard Bird, president of 
the Society; Fred V. Gardner, Fred V. Gardner & 
Associates, Milwaukee, Wis.; Allen H. Ottman, 
American Hard Rubber Co., New York; Harold 
F. Smiddy, General Electric Co., Bloomfield, N. J.; 
Herman C. Nolen, McKesson & Robbins, Inc., New 
York; Otto G. Schwenk, Yale & Towne Mfg. Co., 
New York; Cloud Wampler, Carrier Corp., Syra- 
cuse, N. Y.; Eugene B. Mapel, Methods Engineer- 
ing Council, Pittsburgh; Raymond P. Norton, 
H. P. Hood & Sons, Boston; Dr. Joseph M. Juran, 
New York University, New York; J. Ward 
Keener, B. F. Goodrich Co., Akron, Ohio; H. E. 
Blank, Jr., Modern Industry, New York; Dennett 
F. Howe, Procter & Gamble Co., Cincinnati, Ohio; 
and Phil Carroll, registered professional engineer, 
Maplewood, N. J. 

Session chairmen for the conference were Car] 
E. Heyel, Lehn & Fink Products Corp., New 
York; Allen H. Ottman, American Hard Rubber 
Co., New York; Leon J. Dunn, Veeder-Root, Inc., 
Hartford, Conn.; President Bird (presided at the 
banquet) ; Harry M. Hopkins, Tool Steel Gear & 
Pinion Co., Cincinnati, Ohio; Clifton Cox, Presi- 
dent of the Northern New Jersey chapter of the 
Society; Hiram S. Hall, Bigelow-Sanford Carpet 
Co., Inc., and Ralph L. Jacobs, the Society’s vice- 
president for student chapter operations. 
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New York Gets 
Business Archives 


Center 


% A NEW Business Archives Center, the first of 
its kind to be established in the New York area 
for the purpose of storing and servicing corporate 
records, is now ready for operations, according 
to Emmett J. Leahy, executive director of the 
National Records Management Council. 

The new Center, located at 112 West 107th St., 
aims to offer a service designed to cut record- 
keeping costs by as much as 90 per cent over com- 
parable costs of storage in business office space. 

The Business Archives Center provides the fol- 
lowing services: 

1. Better storage at lower cost for back records, 
The Center has exclusively introduced controlled 
record-keeping based on record value, activity, 
life-span, volume and economy. 

2. Airtight safeguards, combining valuable ree- 
ords management experience with efficient ware- 
housing facilities. Hazard-proof storage and ex- 
pert services at the Business Archives Center are 
under the technical supervision of the Nationa! 
Records Management Council. 

3. Complete service through instant reference 
to records stored at the Center, provided by spe- 
cialists or company personnel by telephone, mail, 
or messenger. Center experts inventory, arrange, 
and evaluate records as required, and technicians 
microfilm, copy, or repair records as needed. 

Complete flexibility is offered in deposits and 
withdrawals. Leases are not required, nor is the 
rental of floor space necessary. Companies de- 
positing their records at the Center pay solely for 
the actual volume of records on deposit each 
month. After an annual records destruction, for 
example, the volume may decline sharply; 
throughout the year the volume may rise grad- 
ually. Charges fall or rise proportionately. Space 
for depositor’s expanding requirements is guar- 
anteed, but is only paid for when occupied. 

Surveys conducted by the National Records 
Management Council have shown that approxi- 
mately 46 per cent of all the records of a company 
are required for current use, 34 per cent can be 
disposed of after inventory and appraisal, and 20 
per cent can be transferred to records storage 
centers. The Business Archives Center has beet 
organized to provide the best available storage 
and service facilities for companies which do not 
have a records center of their own. 
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SPECIFICATIONS 


INSIDE DRAWER CABINET SIZE 
DESCRIPTION Wide High Deep High Wide Deep Price 


27 drawers, letter size 9” 3%” 12” | 37%” 30” 13%” | $37.95 
S. 3 27 drawers, legal size 3%" 16” | 37%" 30” 17%” | 47.95 

ve time and money in locat- 27 drawers, extra deep 3%” 37” 30" «625%" | 75.95 
ing and safeguarding important 27 drawers, safety doors 3%” 16” | 37%” 30” 18%” | 75.95 
matter. Ideal for office forms, 27 drawers, tabulating 3%” 374" 26%” 254.” | 75.95 


2 card size 
photos, catalogs, printed mat- 16 ar 1 je 3%” 12” | 37%” 20%” 13%” | 32.95 


ter, art, cuts, expensive tools, 18d teeth sha 3%” 16” | 37%" 20%" 17," pose 
contracts and other valuable 14 drawers, cancelled 4%,” 24” | 37%" 23%” 25%” | 59.95 
records. Heavy steel, lifetime check size 
constructi ‘< ilable in olf 129 | 9 drawers, letter size 3%” 12” | 37%" 1%” 13%” | 24.95 
ee bi sites ye ” sae 169 9 drawers, legal size 3%” 16” 97%" 10%" 17%" 29.75 
green or grey crinkle finish. LOCKS that will lock ol! drawers of a unif are available at slight odditiono! cost. 


Prices 20% higher in Denver and West of Rockies 
FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AkE AVAILABLE ON REQUEST 


COL STEEL EQUIPMENT COMPANY. 
mes hor ee, _ New York 17, New York | 
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Which of these 
cabinets was . 


designed for YOU? 


New combination cabinets designed for 
small offices, enabling you to k 
everything in your office Gf your finger 
tips. The storage cOmpariments aione 
will more than pay for these cabinets 
by preventing petty pilferage. Con 
structed of heavy gauge steel. Olive 
green.or Cole gray. Ns 
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The ‘‘PROFESSIONAL”’ File xo. 270 


ls a steel unit containing: 

® Two ball-bearing legal size file drawers. 

© Two 5 x 8 drawers (3,200 Card Capacity). 

® Two flat drawers 17%” x 16%," x 1%”. 

® Three adjustable storage compartments with 
safety lock. 

© 37%" high, 34%” wide, 17%” deep. 


$4995 


With locks on both legal size drawers No. 870LL, $53.95 


The ‘“‘TREASURER’S” File no. 472 


Combines the following: 
® Two ball-bearing letter size file drawers. 


: : © Two 4 x 6 drawers (3,200 Card Capacity). 

Ea ® Drawer for cancelled checks, other records. 

a © Three adjustable storage compartments with 

= safety lock. 

ae © 37%" high, 30%” wide, 172” deep. 

vs $3995 

" With locks on both letter file drawers No. 472LL, $43.95 

a 

$5 Prices 20% higher in Denver and West of Rockies 


, COL STEEL EQUIPMENT COMPANY 
| 285 Madison Avenue, a New York 17, N. 
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The ‘‘SECRETARY”’ File no. 470 

Is equipped with: 

® Two ball-bearing letter size file drawers. 

© Four 4 x 6 drawers (6,400 Card Capacity). 
® Three adjustable storage compartments with 


safety lock. 
© 37%” high, 30%” wide, 17%” deep. The “QNMCE:AID® tin an 
$3995 3 
With locks on both letter size drawers No. 4701L, $43.95 Equipped with two adjustable shelves under 


lock and key for supplies, and nine roomy 
drawers for checks or small parts. Drawers 
are 9” wide x 3%” high x 16” deep. 


$3395 


A lock which will lock all 9 drawers, $7.50 additional 


The “‘BANKER’S”’ File no. «73 


Contains the following: 

Three ball-bearing letter size drawers, plus 
three adjustable storage compartments under 
lock and key. Size 37%” high, 30%” wide, 


17%" deep. 
$3995 
With lock which avtomotically locks all drawers, $46.75 
LEGAL SIZE, same as above but with legal size drowers. 


No. 873... $42.50 
With lock which automatically locks all drawers, $49.30 


ee 


a ire Cote. Pete Cole Products Are Available on Request 
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DRAFTS 


nto 


LETTER SIZE 


_ 
| Se 


CHECKS 


VOUCHERS 


LEDGER 
CARDS 


INVOICES 


FREIGHT BILLS 


SANITARY BASES 


for all size files 


FOLLOW BLOCKS 


made for any size file 


$310 75¢ 
SIZES AND PRICES STURDY CONSTRUCTION — Prontos are built of 275- 
~ Ib. test corrugated fibre board and reinforced with 
FIBRE BOARD STEEL 
i i i teel the shell and the fo ° of the drawers. 
Inside Dimensions DRAWER FRONT DRAWER FRONT steel on the shell an e four corners e 
Suggested Uses ! a 
‘ . File PRICE File PRICE 
Width Height Length No. Single Carton No. Single Carton 
—_— ; a SAVE FLOOR SPACE — Constructed so that they inter- 
tletter Size 12% .. 10%... 24 | E210 .. $3.10. . $3.00 | I210L.. $3.85.. $3.75 , : _ : a: 
Letter Size 12% .. 10%... 15 E21I0S . 3.00.. 2.90 1210S... 3.75... 3.65 lock into solid units and stack as high as the ceiling, 
tlegal or Cap 153% .. 104. . 24 E510 .. 3.75... 3.65 iSI0L.. 4805... 4.75 . 
Invoices 10% .. 8%..24 | E109... 2.75.. 265 109L.. 3.40.. 3.30 saving valuable floor space. 
*2 Rows 8x5 Forms 10% .. 8% .. 24 CIs .. 30 .. 2% 106L.. 365.. 3.55 
*Invoicesor2Rows8x5 10% .. 83% .. 18 EI08M . 3.00.. 2.90 108M . 3.60. 3.50 
— Bills 9 .. A a4 = oy .. 2.. 2B wi. . 28. 3.00 
ecks WW, .. 4%.. 6104... 265... 2.55 104L.. 3.40. 3.30 f 
eee a a 9, 2 al 24 | Bsa 2. 210. 200 «I94IL 340) (250 LOCATE YOUR RECORDS EASILY — No more need o 
Drafts or Checks Wie .. We... 18 | E94M.. 2.05... 1.95 1941M 255... 2.4 fussing and fuming. With Pronto files you can get at 
5x8 Forms 8% .. 5%... 24 ee .. 2.3%. 2.25 1851L 2.85 . 2.75 . s : e 
*Deposit Slips (2 Rows) 8% . 5% .. 15 €ess .. 2.25. 2.15 1851S 2.75 . 2.65 all records just as easily as in your regular active files. 
Deposit Slips | 8% .. 4%... 24 E84 2.10. 2.00 1841L 2.60 2.50 
Tabulating Cards (. —en. Cae. ie A 2.00 I731L 2.55 . 2.45 
$3x5 aa ( sha 16/2 .. 4/2... 24 me ee 3.65 1645L 4.85. 4.75 
4x6 Cards ows) a eee 624 .. 2.75. 2.65 1245L 3.40 . 3.30 J 
*3x5 Cards (2Rows) 10% .. 3% ..24 | E103... 265.. 255 03L.. 3.35.. 3.25 BEAUTIFUL APPEARANCE — Pronto files are beautiful 
Vouchers (Upright) S\8 . OY, .. 24 ae. 2 2.80 1592L 3.65 . 3.55 . . , - . 
tledger Sheets % ..12 ..24 | Et 3.50... 3.40 912L 4.25... 4.15 in appearance, finished in an attractive olive green. 
tledger Sheets 123, .. 12%, .. 18 EI2 445. 4.35 1212M . 5.80. 5.70 The steel drawer front matches your reguiar active 
*These numbers have removable divider partitions. tPacked 6 to a carton—all others |2 to a carton. office files. 


Prices 20% higher in Denver and west of the Rockies 


PRONTO FILE CORPORATION 


285 Madison ae  % mo ee York 17, N.Y 
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BELOW 

THE LATEST MODELS in dictation instruments, the Tycoon 
left, and the Lady Tycoon, right, are from the SoundScriber Corp. 
New Haven, Conn. Tycoon, the dictation recorder, uses a Viny- 
lite disc as a recording mecium, a disc which can be used inter- 
changeably with older SoundScriber equipment. With this model 
it is no longer necessary for the dictator to mark a slip or strip 
of paper as a method of marking corrections and letter endings 
for the secretary. He need only press a button on the front of 
the instrument to indicate this information and it will appear a: 
a small space right on the disc itself. The instrument's styling 
has been radically changed from a walnut veneered cabinet to 
a grey crystal-finished magnesium die casting. Easily portable, 
it has a zippered, tailored case. Unit weighs only 1434 pounds. 
Also featured is the Quick Review, wherein the dictator's last 
few words can be reviewed without his touching the instrument. 
On the Lady Tycoon, the secretary's transcriber, she has an 
advantage in that she can turn her instrument completely off and 
leave it, yet can turn it on at any time and in three seconds be 
ready to resume transcription. This is made possible by the 
instant acting plug-in amplifier which, by use of filamentary 
type tubes, eliminates the customary warm-up time required with 
electronic equipment. This will also eliminate wear on the me 
chanical drive system since parts will be in motion only when 
the instrument is actually in use for transcription. 


RIGHT: 


ALL-ELECTRIC with built-in interleaver, is this duplicator manu- 
factured by the Milo Harding Co., 432 West Pico Blvd., Los 
Angeles. Among many features. it offers push-button control; 
metered ink control; automatic paper stacking, 


mentioned interleaver. Advantages claimed 


include no paper waste; all controls clearly visible; 
ment for straightening copy; metal paper separators to insure 
positive registration and single-sheet feeding; 
motor, and many others. It operates from standard wall plug 
on AC or DC current. ‘Sneed control up to 200 copies per 


minute. Can also be hand operated. 


December, 1949 


and the afore- 
the machine 
simple adjusi- 


self-contained 


OFFICE MANAGEMENT AND EQUIPMENT 


NEW 
at the 

NATIONAL BUSINESS 
SHOW 


@ Included on this and the following 6 pages are 
_pictures and descriptions of many of the items for 
the office featured at the recent National Business 
Show in New York. Some products have been pic- 
tured in recent months in this magazine, but are 
again shown here as part of our National Business 
Show round-up. 


LEFT: 


VACUUMATIC COLLATOR is the newest member of the line 
of paper gathering machines manufactured by the Thomas Me- 
chanical Collator Corp., 30 Church St., New York. This model, 
designed for heavy volume work, features a suction feed which 
insures efficiency in handling all paper stocks. It automatically 
checks all sets to insure accuracy; will handle folded stock in two 
or four folds; has variable operating speeds from 15 to 40 sets 
per minute. Then too, it will take stock from 5 x 8 to 9 x 12 
inches, and it can be loaded while in operation. Has a capacity 
of 1000 sheets per bin. Available in 5, 8, or 1!0-bin models. 
Operates on 110 volt, AC motors. Five bin model shown, re- 
quires floor space of only 31 x 83 inches. 
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LEFT: 
FOR HANDLING MIXED COINS, the Coinaudit Sales Co., 129 BEL' 
Federal St., Boston, suggests their automatic Coinaudit money A 
: handling machine. With it. mixed coins, from pennies to anc coul 
‘ including half-dollars, are emptied into the machine hopper. The up 
operator presses a button and the machine rapidly sorts, counts of 
7 and places the coins in their proper wrappers—all automatically typ* 
the counters indicating the total and assuring a correct audit Ros 
of each denomination. The machine sorts, counts, bags, or wraps pho 
in one operation. pro 
par 
a f 
art 
goe 
- che 
RIGHT: 
BOLSEY PORTABLE MICROFILMER, a complete 35mm _ micro- 
film copying camera plus a desk reader, wall projector, photocopy 
paper enlarger, and a 35mm rangefinder camera, comprise this 
unit distributed by the Migel Distributing Corp., 118 East 25th 
St., New York. Dr. Jacques Bolsey, inventor of the Bolex motion 
picture camera, is the manufacturer. Portable, the unit weighs 
only eighteen pounds when assembled in its carrying case. Docu- 
ments of any size can be copied with it, and it is especially 
adapted to copying blueprints, VanDykes, and similar drawings. 
Microfilmer uses standard film loads. It is the only microfilm 
camera which can be removed from the stand and be changed 
over in a moment for candid photography in black and white 
or color, it is claimed. 
B 
BELOW: B 
CONTRASTS ARE NOTICEABLE in the new 300 model electric ” 
BELOW: addresser, right, and the old model, left, manufactured by the c 
FELINS PAK-TYER will tie anything that can be tied by hand, Elliott Addressing Machine Co. Cambridge, Mass. Highlights 
and do it faster and better, says the distributor, Mailers Service of Elliott's newest model include capacity for addressing lists of ; 
& Equipment Co., 38 West I5th St., New York. No adjustments more than 5000 names; loads and unloads by the trayful of 250 ) 
are needed for tying of various sized packages and a wide range stencils at a time; almost entirely automatic in operation; pone p 
of cotton twine from 3 to 24-ply can be used. Sixty, single-tie less printing, always ny plain sight; Gapmanens Prenere on peda 
up packages per minute can be handled by the machine. It can keeps machine in continuous operation. Operator can insert blank 4 
also cross-tie 25 to 30 per minute. Available in three models forms with one hand and gee addressed ones with other hone. 
for small, medium, and large bundles and packages. All models Machine can be equipped with attachments for addressing all ° 
have '/4 H.P. motors. kinds of forms—duplicating, triplicating, column listing, dating, 
and others. The company also displayed its new 550 model 
automatic feed addresser which features an electric drive, double 
: feed drums, rotary printing motion and a speed of 12,000 ad- 
> dressed per hour. 
42 OFFICE MANAGEMENT AND EQUIPMENT 
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BELOW 
AIMED DIRECTLY at the thousands of businesses around the 
country using small offset duplicators, Direct-Imaae Fototype opens 


yp new vistas for persons using lithography. This new process 
of offset printing cirectly from pasted-up layouts, requiring no 
typesetting or plates, is manufactured by Fetotype, Inc., 1414 


Roscoe St., Chicago. 
photographic plates on many forms of offset printing, and wi 
produce anything from posters to advertising pieces and com- 
pany bulletins. Headlines of Fetotype are set and taped onto 
a paper or aluminum master plate. Typewritten body copy and 
art work are similarly positioned on the layout plate. 
goes right on the press. 
and other 


The process eliminates costly negatives and 


The paste-up 
Proofing, as well as camera equipment 
offset necessities 


chemicals are eliminated. 


FOTOTYPE HEADINGS and ARTWORK 


TAPED DIRECTLY ONTO OFFSET PLATE 
LL a 


Rot 


BELOW: 

MODEL 50 is the 
Bruning Co., Inc. In an ordinary 
working day this machine will turn out 10.000 square feet of 
copies of typed, written, printed, or drawn material. Its opera- 
tion is odorless and it requires no plumbing connections or ven- 
tilation ducts. The model operates at variable speeds up to 24 


latest 
4754 Montrose Ave. Chicago. 


whiteprinter made by the Charies 


feet per minute. Copies are delivered flat and dry, neatly 
stacked. Size of copies produced range from postcard size to 
42 inches wide and any length. Model 50 can also produce 


copies in 20 color combinations. Copies are photo-exact repro- 
ductions of the originals and are produced directly from the 
original documents 


December, 1949 


tr 
ad 
ABOVE: 
THE 50 SERIES SELECTOR AUTO.-TYPIST offers, for the first 
time, automatic typing equipment engineered to allow the pre- 


selection of from one to twenty complete letters from one record 
roll, simply by pushing buttons corresponding to the letter num- 
bers desired. Selection is automatic while the operator is man- 
ually typing the date, inside address, and salutation, thereby 
allowing constant operation of the machine at all times. Several 
different opening or closing paragraphs to introduce an other- 
wise standardized letter may be perforated into the record roll 
and "selected" by pushing the buttons having corresponding 
numbers. With the Selector, the typist can interpolate 
words, sentences, or even entire paragraphs that precede or 
follow. Manufactured by the American Automatic Typewriter 
Co., 614 North Carpenter St., Chicago, model 5030 is illustrated. 


new 


ABOVE: 
IMPROVED PERFORMANCE 


and 
achieved in the new design of the Cub file produced by the 


appearance features are 


Wheeldex Mfg. Co., Inc., 40 Bank St., White Plains, N. Y. This 
1,000 card capacity file is supported by a tubular 5!/2-inch 
diameter circle base stand of chrome brass with specially molded 
white rubber feet. Base is curved to form a handy grip at the 
left and then extends through the wheel to provide a built-in 
hollow axle pencil holder. This feature also permits insertion 
of a "pencil-ready clip’ to hold a pencil vertically outside of 
the wheel. Externai stabilizer adjustments are completely elim- 
inated from this file. The result is free spinning rotation but 
steadiness for hand-free inspection and use. 


OFFICE MANAGEMENT AND EQUIPMENT 43 


alliemae 


— a ee oe ; = ae a : 2 ; a _ ee ; — 4 - Pi as ee: | 4 7 i & & | 
At National Business Sh 
a: en 
ie P 
Sie @# J ; 
Ee ES Bag 
. “a 2 ‘= a 
am = ae a i “Le B 
et # al AN end vm a y” fi: 
; , 4 a 
- — _ aed 3 A 
an 
tx ; ornsel LAKE 
4 {APED a ai yet pLatt MOUNTEO 
q a, —_— ON PRESS neapy 10 : 
vo , . 
.Y) | a eS , , 
S. wee 
SS. 
| = e ' ive a) w 
i ‘f* . pA». u 4 % 
ric . ie % 
the ' 
hts 
of - 
50 ete us 
se- - a 
dal ’ ™ 
nk y 4 
all my 
ng, PS ~ 
ble ‘ . ~ —— /y ’ - 
ey ‘ a. ~ 
ro ‘ie y \Yy 
P A - y Bi 
= ‘ eS ~ 7 / } 
Z SS | 3 y 
4, — —_“ — “_ 
> Li ., ¥ * ” $ he, 
=< Jal _—n . 
e rit 5 it ‘ 
i ‘i ge — si; 
“ | 
. . ~ . i, oe a 
. ~.. , ~ a . 
- { . 
, Seer eee ee 
= 7 be om 5 A a . i a ae My : : 7 in Rae a its aes! ty ——— ii ia. 
A =~ a. Soe @ pee a 1M cua — « Ifa So =e re te Od be . a Oe Tee) Se opeti* ™) mer (7S 


ABOVE: 


DICTATION AND TRANSCRIPTION MACHINE, the Secre- 


ABOVE: tary, is made by the Wireway Corp. of America, 1331! Halsey 

INSTANT "“H" CHECK WRITER, made by the Safeguard Corp., St., Brooklyn, N. Y. Model WS, shown, is 13 x 9!/2 x 6!/2 inches, 
Lansdale, Pa., are now produced in new grey and maroon color weighs 22 pounds. operates on AC current. Converters for DC 
combinations for increased eye-appeal and visibility of the amounts are available. This portable, all purpose machine allows 2 hours 
set on it. The fool-proof mechanism impresses the check amount of continuous dictating or transcribing standard one-hour 
indelibly into the fiber of the paper and macerates the payee's spools. Recordings are erased automatically—no shaving, process- 
name in one operation. The new model can now be equipped ing. Other features include a manual switch-control microphone: 
with a special security lock to prevent misuse. The lock is in push-button operation; built-in speaker; plug-in-earphones: 3-posi- 
a hidden position on the machine. Other features include 4 tion automatic foot control switch; volume indicator: 
window at top of keyboard where check amount shows clearly; letter length computor; automatic shut-off. Has a rewind ratio 
individual column correction keys; quick keyboard clearance. The of 16 to I—a one hour recording in less than four 
Safeguard Co. also introduced a new Air-Humidifier, a small, non- minutes. Mocel has 2 separate continuous duty motors. Ship. 
electrical device, at the National Business Show. ping weight is 28 pounds. 
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ee 


ABOVE: 

FUNCTIONALLY DESIGNED are these two new file cabinets, 
the Secretary, left, and the Banker, right. Produced by the 
Cole Steel Equipment Co., Inc., 285 Madison Ave., New York 
the Secretary cabinet is made of heavy gauge steel, with two 
letter-size drawers which glide smoothly on ball-bearing rollers. 
It also has 4 card drawers having a 6000-card capacity. Finished 
in olive green or grey. it is 37!/2 inches high, 30 inches wide, 
and 17!/2 inches deep. The Banker's file, also of heavy gauge 
steel construction, has three letter files with spring compressors 
on ball-bearing rollers, plus a storage compartment with two 
adjustable shelves under lock and key. Comes in olive green or 
grey, with baked enamel finish. Unit is 30!/2 inches wide; 37'/2 
inches high; and 17!/2 inches deep. 
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BELOW: 

POST-O-METER, the automatic computing surface and air par- 
cel'post scale that indicates the precise postage, is made by 
Detecto Scales, Inc.. 540 Park Ave., Brooklyn, N. Y. To operate 
place any size package on the scale platform, press down a single 
zone key. The postage required is indicated in a single large 
figuie, and the weight too, is shown. Scale stands 13!/ inches 
high, has computations for all zones. Finished in over-baked 
black morocco. Another feature is the Gun-Sight indicator which 
eliminates error in reading of chart figures. 


ABOVE: 


INITIAL ENTRY into the dictating machine field with theiy 
TapeRiter machine, was made recently by the Permoflux Corp. 
4900 West Grand Ave.. Chicago. According to the company, 
this model renresents the first magnetic tape recorder especially 
designed for office use. Its features include an exclusive mage- 
zine load which enables user to make a quick change of tape 
without the necessity of handling the tape itself; a fully auto- 
matic backspacer that is also "selective'—can be backspaced 
one word or a whole sentence: and light-weight portability. Tape 
can be used over and over, with no “backlash”, distortion, twist- 


ng, or warpage. Tape has a tensile strength of from six to 
ten pounds. 


December, 1949 


At National Business Show 


ABOVE: 


PAYROLLMASTER is a payroll system ihat completes in one 
writing, the payroll summary sheet, record of employee's earr 
ings, employee's weekly statement, cash receipt or pay check 
and pay envelope. It is designed for firms with up to 500 em- 
ployees. Two adjustable pins automatically set the exact weekly 
line of the employee's record on the fixed writing line. A finger 
tip lever moves the payroll sheet automatically to the next writ- 
ing line. Special “Inkarbon' duplicator paper makes inked im 
pressions. Made of aluminum, the unit is light in weight, simple 
to operate. A product of the Payroll Tax Service, 249 West 34th 
St., New York. 


& name given to this small-size ballpoint 


it comes equipped 
eplaceable nit Shining metal 


WwW. A. Sheaffer Pen Co., Mt. Pleasant 


with the ful 
caps add to 


the barre Colors 


are 


rose, coral, gree: 


$1.50 


ABOVE: 


FULLY AUTOMATIC CALCULATOR, the STW, is the result 
of six years of research by the Friden Calculating Machine Co. 
San Leandro, Calif. This Ultramatic calculator, with its smart 
finish, is automatic in all calculation, and it computes not only 
individual extensions but also final results. It facilitates the 
handling of payrolls, invoices, inventories, and tax compilations, 
and permits the operator to write the answer to one problem 
while the next is being automatically computed. 
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ABOVE: 

LETTERS WITH A PUNCH! Punched cards can now answe ABOVE: 
correspondence. The Carlson Selector, announced by the Robo EMBODYING SEVERAL FEATURES. the S-PT model typewrite 
typer Corp., 18050 Ryan Rd., Detroit, is the latest development ent Brie gs tang as 
in automatic typing. With this selector attachment, personalized ee es a aa ao pees a ph Sears 

. \ e ita . “ f e te@ature 
individually typewritten letters can be prepared from a selectior sash ion cellaal corner braces: dro ae hinge: aaa ee ge 
of many paragraphs. In replying to a letter, the writer determine = 2 es : 


c ' creep feet; retractable casters; roll-formed construction: adjust 
from a list of predetermined paragraphs, those paragraphs whic able foot for uneven floor compensation, and Bassick casters 
Another feature, available with this mode! is an 18-gauge sheet 
stee! additional drop-leaf which is attachable at either side of ~ 
stand, flush with top or low for posting. Stand has a 1|4-inch 
square pan top in which a thick, noise-eliminating pad can be 
placed. Standard height of stands is 26'/, inches, but some are 
available in a 35-inch height. A\jl stands are finished in office 
green, walnut, or silvertoned grey baked enamel. They are 
packed one to a carton and are shipped knocked-down 


will properly answer it. On a light card about 2 x 7 inches 
he circles printed numbers of the paragraphs he has selected 
and sends it to the Robotyper operator who, in turn, perforates 
the numbers circled with a small hand punch. Then the operator 
inserts the card into the Selector which is about the size of 

cigarette carton. On the letterhead in the typewriter, on which 
the operator has typed the addressees name, address and salu 
tation, appears the typewritten paragraphs selected. The result 
ing letter cannot be detected in any way as being ‘processed 

As many as 60 well-composed paragraphs, covering a ‘ariety 
of subjects, are available for selection. 


4 
ABOVE: ABOVE: 

NEW INTERCOM SYSTEM from Executone, Inc., 415 Lexingto: RECORD KEEPING SYSTEMS introduced by the C. E. Shep. 
Ave., New York, introduces Chime-Matic signalling as one of its pard Co., 4401 2Ist St., Long Island City, N. Y., include their 
features. A message is automatically announced at the receiving Accounts Receivable Posting Board System, part of which is 
station by a soft chime and a signal light. No depressing the shown here. This accounting system was perfected to provide 
talk key, no announcing by the caller. Another feature is the accurate payroll records with a minimum of posting and handling 
electronic voice circuits which are matched for faithful voice The method is flexible enough to be used for payments by either 
reproduction and maximum audibility. Other important factors cash or check This system makes possible the simultaneous writ- 
are the lifetime Pilot Light; selector switch designed to with- ing of all payroll forms—no recopying is needed, no separate 
stand over 300,000 operations; and a plug-in connection to check register needed. One entry will fill out individual em- 
facilitate chassis removal for maintenance. Executive station ployee earnings record. employee earnings statement or check 
shown, has bank of selector bars, matching grille speaker and and composite payroll register sheet. Full information on this 
recessed talk-bar. Other basic units are the trumpet and staff and other payroll and accounting systems is available by writs 
stations. As many simultaneous conversations are possible as ing the company direct. 


there are pairs of stations 


RIGHT: 


WIRE RECORDER, model 18, is the latest from the Webster- 
Chicago Corp., 5610 Bloomingdale Ave., Chicago. Designed for 
; simplicity of operation, it has many uses such as general dictation, 
: report transcribing, recording meetings, and rehearsing talks. Instru- 
ment measures I! x 113 x 55 inches, weighs less than 20 pounds, 
and operates on AC current. Special foot control operation 


per leaves both hands free. With it, the same recording wire can | 
if be reused over and over. Sound is simply erased by recording 
a over the same wire. User can transcribe with speaker or with 

earphones. 
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BELOW 

SEMI-AUTOMATIC calculating machine is the newest in the 
Figuremaster line manufactured by the Marchant Calculating 
Machine Co., Oakland, Calif. It has all the automatic features 
of the fully-automatic model except automatic multiplication. 
The principal features of this new model, there are 18 of them, 
include automatic point-off in division; 40% greater dial visibility; 
and “phantom touch" key action for almost effortless operation 
This machine is available in 10 or 8 bank capacities. 


RIGHT: 


ROTARY FILE for quick, efficient cross filing has been produced 
by the Ferris Rotary File Co., 952 Main St., Bridgeport 


Conn. 


ABOVE: 

LATEST MODEL of addressing machine manufactured by the 
Master Addresser Co., 5508 Excelsior Ave., Minneapolis, is this 
model 40, which is priced at $39.50 plus tax. Significant features 
of this machine are its higher speed variable margin adjustment 
and its Record Master attachment. This attachment allows print- 
ng from a master label attached directly to any business record. 
For example, a master label attached to an accounts receivable 
card can be used to head statements each month. Since the 
means of addressing is attached directly io the record card or 
sheet, no extra sorting or filing is necessary. 


Unit is desk height, requires only three square feet of office 
space. Standard size model holds up to 13,000 cards at one 
time, and finger-tip control permits wheel to rotate in eitner 
Cirection. Made of heavy gauge steel, it comes in standard 
colors. Both sides of file cards can be utilized with this file. 
Unit has ball-bearing casters for easy mobility, and balanced 
trays will not allow cards to fall out at any time. Has attached 


disappearing covers that can be locked for security. 


ABOVE: 


WINDO CARBON JACKET designed especially for the Na- 
tional Cash Register bookkeeping machine (class 300) and now 
available for all types of bookkeeping machines, is produced by 
the Standard Manifold Co., Dept. 100, 162 North Franklin St 
Chicago. The name Windo aptly describes this product because 
the carbon paper jacket is transparent at its upper edge. Through 
this window, the bookkeeping machine operator actually sees the 
headings on the journal sheet, and thereby knows at all times 
the information she is typing is reproducing in the proper column. 
When she clears the totals from her machine, she also knows that 
she is carrying forward the figures to the proper column. 


December, 1949 
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ABOVE: 
PUSH-BUTTON INTERCOM TELEPHONE, which is automatic 


and can be connected not only in fully intercommunicating groups, 
but also to loud speaking executive phones, paging systems, and 
loud speakers having return speech, is a product of the Modern 
Telephone Corp., 509 Madison Ave., New York. A button over 
any selected name both rings and connects the calling party. 
Instruments come in 5, 10, 15, and 30-button sizes. 
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USEFUL in 


ABOVE: 


TIME STAMP WITH NUMBERING MACHINE. type 7400, is 
the latest from International Business Machines Corp., 590 Madi 
son Ave., New York. The time stamp imprints the year, month 
date, AM, PM, hour and minute of receipt and dispatch of cor- 
respondence, mail, orders, and other documents. Stamp may 
be equipped with a numbering machine for consecutive, dupli- 
cate, or triplicate numbering of documents to control and identify 
the sequence of processing and, simultaneously, to print the exact 
time. Identification plates, bearing, for example, company name, 
department number, and facsimile signature may be used to 
authenticate documents and identify the time stamp used and 
the person using it. This model is made for operation as an 
individual AC unit, as an individual DC unit, or as a unit in 
an electric time system. 


BELOW: 


FOR OFFICE CONVENIENCE, Rudd-Melikian, Inc., 1949 North 
Howard St., Philadelphia, present this Kwik Kafe vending machine 
which serves cups of hot coffee and ice-cold Coca-Colas. The 
coffee is made from a frozen concentrate. Standing six feet high 
the new unit occupies only 2 x 3 feet of floor space. Attractively 
painted coffee and cream colors. it can dispense 450 servings 
of coffee and 650 servings of Coca-Cola in sanitary paper cups 
Has a push-button selection for cream and sugar. Service on 
machines is available in major cities throughout the country. 
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ABOVE: 

VEHICULAR FIRE EXTINGUISHER with Monotype construction 
in Silicon bronze, is the latest produced by the American-La 
France-Foamite Corp., Elmira, New York. The model, designated 
the 5F-V-1, has a 2!/2 gallon capacity and has a shell strength 
of 1400 pounds per square inch. It has a sealed stopper con- 
struction built into the top which prevents the chemicals from 
mixing until needed. A twist of the wrist releases the seal and 
readies the extinguisher. Produces a fire-killing chemical foam 
equal to about 10 times its own capacity. Stops oil and gaso- 
line fires and prevents reflashing. 


BELOW: 


CAMEO TRANSPARENTIZER, a product of Commercial Re- 
productions, 30-05 85th St., Jackson Heights, New York, renders 
non-transparent ‘originals’ translucent, and therefore suitable for 
direct reproduction by blueprint and similar processes without 
resorting to photography. The pad provides a neat means of 
applying a transparentizing solution to one-sided written, drawn, 
or printed matter. Duplicating room operators will find many 
uses for it. The standard size is |! x 14/2 inches, and furnished 
with each unit are one quart of solution and a rubber roller, 
Larger sizes are also available. and solution can be had in pint, 
quart, and qallon containers. 
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You can start working wonders 
—from a budget point of view— 
with your present contact 
photocopy machine. Start... 
by simply using low-cost 
Kodagraph Contact Paper 
. created by Kodak specifically 

for photocopyi ing. It cuts production costs 

. and at the same 
time assures 
improved results. 


Economies . . . new to photocopying. 
Kodagraph Contact Paper has wide 
latitude . . . which eliminates the need for 
split-second timing in exposure and 
processing. And its great uniformity—from 
sheet to sheet, package 
to package—allows 
high-speed production 
without time-outs for 
trial and error testing. 


Kodag raph Contact Paper 


See the difference yourself... the savings, 
the improved results that are yours when you 
start using Kodagraph Contact Paper in your 


Results . .. new to photocopying. Your office 
work is a in dense photographic blacks, 
clean whites . . . ev ery detail sharp and clear. 
Furthermore, your Kodagraph Contact prints 
have a high- -quality, Kodak-made paper base 

.. that will not buckle or curl. . that adds to 


your convenience in reading, filing, mailing, 
or binding. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


“Kodak” is a trade-mark 


--------------------4 


present machine. 


A new, illustrated 
booklet describes the 
advantages in detail. 
Write today for “The 
Big New Plus.” It’s 
free. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— your booklet about 
Kodagraph Contact Paper and the other papers in this great new Kodak 
line. I have () contact printer F) direct process () blueprint equipment. 


bins ae 


Name 
(please print) 
Department 
Company y m 
y ' 
Street é 


City 


“ao save dollars...in wok om \ 
[0 5aVE Wi WS... making contact photocopies ; 
is 3 
mm 
ae = 
; e M ii) ee | 
| en a eR Kodalk q 
aa lt,ll i ee | ee 


there is NO Close Second/ 


‘Like its Famous Namesake 


hy hl 


The Famous Koh-i-noor Diamond 


Aemnate Grading ~ Long — 


Exacting Requirements 


*SUPREME in Uniform Quality 


*SUPREME in All 17 Degrees 
*SUPREME in Meeting 


The RIGHT pencil for the RIGHT job 
KOH-I-NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 


a. 
Smooth ~~ 
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(Perfect Reproduction) 


Wearing & Unsurpassed 
Ask for *1500...JOF 
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KOH-I-NOOR 


KOH-I-NOOR 


OFFICE 


KOH-I-NOOR 


Be Sure You Are Well Stocked With ALL 17 Degrees 


KOH-I-NOOR 


| Big Tabulation Job 


(From page 31) 


The new machine is equipped with two separate 
| printing mechanisms which operate in a manner 
similar to a typewriter carriage. These allow the 
machine to print on a single line not only the 
totals for each of the 60 groups, but also the 
| grand totals. As a further check for accuracy, 
_ the printed totals of each of the 60 groups are bal 
anced automatically against the grand totals. At 
the same time these other operations are being 
performed, all of the information can be relayed 
automatically to another machine connected by 
cable to the statistical machine, and punched into 
cards which are used later in the preparation of 
still other statistical reports. 

Use of Electronic Statistical Machines along 
with other improved machine tabulation equip- 
ment developed by the Census Bureau is expected 

_ to speed up release of information to be collected 

_in the 1950 Census regarding America’s 150 mil 
lion people, 45 million homes, and 6 million farms. 
The millions of facts collected in the census wil! 
be recorded on 270 million punched cards—one 
for every person, one for every dwelling unit, and 
eight or more for every farm. 

The task of transferring the basic facts from 
Census questionnaires to the cards by means of 
key punch machines will take about a year. Ap- 
proximately two million cards will be punched per 
day at the peak of operations. 

Classifying, counting, and tabulating the re- 
sults will be completed by the spring of 1952. It 
is estimated that this operation will be equivalent 
to running 10 billion cards through one machine. 


Collister Elected Head of Company 
Norman J. Collister has been elected president and 
treasurer of the Collister Corp., 265 Madison Ave., New 
York, formerly the firm of Collister & Niles, Inc., distributor 
| of Soundscriber disc recording and transcribing equipment. 
Mr. Collister was formerly vice-president and secretary of 
Collister & Niles, and prior to that, was national sales mana- 
| ger of the electric typewriter division of the International 

| Business Machines Corp. 


Records Management Group Discusses Personnel 
The recent meeting of the Records Management As- 
sociation of New York, held in the Oak Room of the Hotel 
Martinique, New York, was devoted to a thorough dis- 
cussion of personnel. 

Guest speaker of the evening was Robert B. Mullaney, 
| tax consultant and account executive of Marsh & McLennan, 

New York marine underwriters, who discussed “Getting 

the Most Out of Personnel.” 

Following Mr. Mullaney’s informative talk, the members 
| witnessed an interesting demonstration of Globe-Wernicke’s 

Safeguard filing plan. Robert T. Bernstein of that com- 
| pany’s systems division described the features of the plan 
_ as he demonstrated. 

Several new members of the Association were introduced 
‘as the meeting came to a close. 
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THIS DEAD STORAGE FILE 


Set 3 Ways! 


Now is the time to install steel DS* Files—the 
famous Dead Storage File made by A-S-E. 


Saves Time—Hours of filing and look-up 
time can be saved with orderly stor- 
age of business records in DS Files— 
with every record at your fingertips. 


Saves Space—Compact storage in DS Files 
saves up to 40% on your floor space— 
and no wasted space inside the case 
thanks to the big selection of DS file 
sizes. 


Saves Records—Business records are price- 
less. DS Files help keep them in 
perfect condition—safe from moisture, 
dust, rodents and vermin—and safe 
from loss caused by haphazard filing © 
equipment. 


Yes, DS Files quickly pay for themselves— 
they save time and save space while they 
save your business records! See your A-S-E 
Dealer today. 


DS Features are Features you are looking for! 


2100 SIZES MEET EVERY 
STORAGE NEED! 


16 popular sizes of DS Files accommodate most 
Dead Storage needs. But you can, when necessary, 
order from your A-S-E Dealer any of 2100 sizes 
to fit your business forms exactly. No other line 
gives you such a complete selection. 


TREMENDOUS STRENGTH —Front frame of DS 


File Case is a continuous steel 
band, securely welded in place; 
an extra heavy band in large 
sizes is dovetailed for additional 
strength. 

Where height plus width of 
case exceeds 18’’, a drawer 
liner is provided as illustrated. 


SIDE LOCKING~_ Easily inserted “U” clips 
ee securely lock together 
’ £2 every Case—in every tier 
<< LS asia a | —frontand back. DS Files 
Re, a. “= can be stacked fully 
a4 >= S loaded from floor to ceil- 
TERS ~~ ing with perfect, no-sway 
et : safety. 


eiieanma 
a 
Hop obs pe 


*T. M. Reg. U.S. Pat. Off. 


300 CLEVELAND AVENUE 
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SURE eueenee very DS Case is built 


with a unique set of strong 
clips and lugs which pre- 
vent all slipping, tipping 
and movement forward or 
backward. Front lugs serve 
as positive drawer stops. 


|; Comparison proves it... 
your first choice is A-S-E 


ALL-STEEL EQUIPMENT INC. 
EES RRS RR imaRSmI: 


AURORA, ILLINOIS 
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Something NEW 
in a Binder 


By Actual Test 
% THE CADO PUNCHLESS BINDER 
. 2 Saves 80% in TIME 


Board to believe? Try it yourself. Make a “time 
study”. Compare any other method with the 
“Punchless” method. Zip! it’s open-—Zip! it’s closed! 
No time wasted punching holes-no messing with 
“gadgets”. Papers are bound or released 


by merely pushing two slides. 


The ‘’Punchless’’ Binder soon pays for itself and will 
give years and years of service. Ideal for sales 
and service bulletins, catalogs and as a loose-leaf 


cover for students, architects and engineers. 


The binder cover, thin enough for use as a file 
folder, is made of genuine pressboard in a choice 
of red, black or grey. Letter or legal size with 


“punchless” clip at top or side. Order from your 


supplier or write to Cushman & Denison Mfg. Co., 
135 W. 23rd St., New York 11, N. Y. 


“PUNCHLESS” BINDER | 


Uf SLIDE LOCKS CLOSED \ 


COMING EVENTS 


American Standards Association.............. January 23rd-27th 
Five-Day Seminar 


Enaineering Societies Bldg., 29 West 39th St.. New York 


Office Management Association of Chicago 
_ February 27th-March Is¢ 


8th Annual Seminer & Office Equipment Dis 
Stevens Hotel, Chicago 
Paris International Trade Fair....................May 13th-29th 


1950 Annual Exposition 
Paris, France 


National Office Management Association Mey 22nd-24th 
Machinery-Equipment Exposition & 3lst International Conference 
Municipal Auditorium, Cleveland 
AMA Conferences 
Finance .. DL ee Pe ..December Ist-2nd 
Waldorf Astoria, New York 
en a oot are A eS ........December 15th-léth 
Drake Hotel, Chicago 
Samael Bhanngamnemt ogg ao aioe oo ssctig:s weiss: January |8th-20th 

Francis Hotel, San Francisco 
ee i. ee res February 13th-I5th 
Palmer House, Chicago 
Marheting ......42. ..- me er men er ...March [5th-17th 
Hotel Statler, New York 
Production ....... a Re Seen er Srey April 3rd-5th 
Hotel Statler, New York 
RE Orn a arta Ane RR yk See er cee ..April 24th-26th 
Navy Pier, Chicago 
ee RPO OTC OR EE ee Le BOE ere May 22nd-24th 
Hote! Statler, New York 
ee OE COTE ECE June Ist-2nd 


Waldorf Astoria, New York 


Cleveland Chosen For 1950 NOMA 
Conference City 

Culminating a series of meetings with the Office 
Equipment Manufacturers Institute, the Metal Business 
Equipment Industry, and ihe Wood Office Furniture In- 
stitute, the National Office Management Association an- 
nounces that its 3lst International Conference and Annual 
Office Machinery and Equipment Exposition will take on 
new significance, featuring complete cooperation among the 
four groups. 

Scheduled for the Municipal Auditorium, Cleveland, May 
22nd through 24th, this event will, it is felt, bring to NOMA 
members and others interested in scientific office manage- 
ment, authoritative presentations from leaders in this field, 
az well as the latest developments in office machines, equip- 
ment, and furniture. 

For information as to space reservations, contact A. C 
Spangler, National Office Management Association, 132 Wes 
Che!ten Ave., Philadelphia. 


Management Consultants Open Offices 

Frank M. Culpepper and David B. Hertz, manage- 
ment consultants, have recently opened offices at 580 Fifth 
Ave., New York. As Culpepper Hertz, Inc., they will spe- 
cialize in quantitative research on all types of management 
problems. 

Dr. Hertz, assistant professor of industrial engineering at 
Columbia University, and Mr. Culpepper were both for- 
merly with the Celanese Corp. of America. They will have 
associated with them several well-known authorities in 
statistics and organizations. 


TelAutograph Has New Secretary-Treasurer 

Robert L. Spotts, president of the TelAutograph Corp. 
16 West 61st St.. New York, has recently announced the 
appointment cf Samuel Spilka as secretary-treasurer of the 
company. 

Prior to this appointment, Mr. Spilka was assistant 
treasurer. Before joining the company in 1946, he served 
as a Warrant Officer in the Army Corps of Engineers, spe- 
cializing in contract termination. 
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Rotary ‘Stands 
50 FRAMES 


FRAMES 


Desk Stands. 


10-25-50 FRAMES 
—— aw 


HIGH VISIBILITY 


EVE -QUICK 


REFERENCE 
(1 or 2 lines) 


Facts at a glance—for the scores 
p>" of traffic centers where time is 
vital—where speed is service—where 
accuracy is a MUST. 


TO MENTION A FEW — the switchboard, 
the credit department, the informa- 
tion desk, the stock control, the parts 
department. These new Globe- 
Wernicke Visible Reference 


Extra frame capacity for 
faster reference. 


Record devices are compact, 
offer 1-line or 2-line references, 
and provide for simple easy re- 
moval or replacement of frames. 
They’reas simple as they are swift. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


December, 1949 


As shown, they work on rotary 
stand, on wall rack, or on desk 
stand. 

Your Globe-Wernicke Dealer is 
eager to show them. 


Norwood, Cincinnati 12, Ohio 


OFFICE MANAGEMENT AND EQUIPMENT 


- How HIGH is Your 
Eye-Q(uick)? 


Whenever a 1-line or 2-line eye-full 
of facts is wanted—this split- 
second system is prime! And 
THAT is a matter of saving your. 
dollars, saving time when time 
is precious, and rendering serv- 
ice when service is the clutch con- 
sideration. 


Referring, of course, to the Globe- 
Wernicke visible reference record 
equipment shown to the left. Your 
EYE-Q(uick) is tops with these 
G-W products. Your switchboard 
operators, your stock controls, your 
parts department, your informa- 
tion desk, your membership records 
—dozens and scores of spots 
clog up in the traffic when they 
should be showing green lights. 


And these NEW devices put visible 
reference records on rotary ball 
bearings—on flip-over panels—on 
wall racks—on desk stands. An 
eye-full in a split second! Easily 
removed and as easily replaced— 
the frames respond to every need 
for a high Eye-Q(uick)! 


They're 
Globe-Wernicke dealers—those 


available through all 
alert concerns who know G-W 
quality—know how to give fast 
service, and how to save money 
and time for businesses—includ- 


ing yours! 


W. “Kes” Downing, 
Sales Promotion Mgr. 
Globe-Wernicke 
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executive 


@ The ONLY complete Office Equipment Directory 

issue designed for and delivered exclusively to 
12,000 office management executives of big busi- 
ness and industrial organizations, associations, 
governmental departments, etc. 


Manufacturers of office machines, equipment 
and supplies will want to put this issue on their 
schedules now. Write, telephone or wire for 


Management coe hema 


AND EQUIPMENT 212 FIFTH AVENUE 
The Office Executive's Own Magazine NEW YORK 10, N. Y. 
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OEA Hears Yale Professor 

Neil W. Chamberlain, industrial relations professor at 
Yale University, and director of the University’s Labor and 
Management Center, was guest speaker at the November 
meeting of the Office Executives Association of New York, 
held at the Belmont-Plaza Hotel. He was introduced by 
Carl Basler of United States Rubber Co. 

Elmer L. Helm, Shell Oil Co., and president of OEA, 
opened the meeting, and revealed that a special meeting of 
the board of directors would be convened in the near future. 
A special meeting of the entire membership of OEA, the 
local chapter of National Office Management Association, is 
also scheduled, Mr. Helm announced. 

Dr. Chamberlain’s address was a skillful presentation of 
the case favoring what has grown to be called “Labor- 
Management Cooperation”, a far from new development on 
the labor front, but one which has had slow growth up 
until the years of World War II. 

Examining the early history of industrial relations, Dr. 
Chamberlain showed how matters which once had been 
considered the concern solely of management had, over 
the years, grown to be recognized by management as bar- 
gainable issues—considerations which call for negotiation 
and agreement between management and the union. 


Rem-Rand Safe-Files Get New Locks 

A manipulation-proof combination lock, one that 
would “stump” Jimmy Valentine himself, has been incor- 
porated into the new line of safe-files manufactured by 
Remington Rand, Inc., 315 Fourth Ave., New York, it was 
announced recently. 

The lock, manufactured by Sargent & Greenleaf, Roches- 
ter, N. Y., completely eliminates the tiny but tell-tale 
“click” in the tumblers by which the smart manipulator 
using a stethoscope, can often feel out a combination se- 
quence, according to Walter Ward, manager of Rem-Rand’s 
safe-cabinet department, and president of the Safe Manu- 
facturers National Association. 

The new lock is encased in a highly-tempered steel box, 
providing further security by thwarting attempts at drilling 
from any angle. 


New IBM World Corporation Meets 

At the first regular meeting of the board of directors 
of the IBM World Trade Corp., newly organized, wholly 
owned but independently operated subsidiary handling In- 
ternational Business Machines acivities outside the United 
States, Thomas J. Watson, chairman, reported an increase 
of 20 per cent in world trade sales of IBM electric account- 
ing machines for the first eight monhs of 1949 as compared 
with the same period in 1948. 

Production of IBM’s foreign factories for the first eight 
months of 1949 exceeds by 90 per cent the production for the 
entire year 1948. Last year, IBM’s foreign business sur- 
passed that of 1939 by 369 per cent. The company’s foreign 
personnel today numbers 7,862, more than double the 1939 
figure. 

In France, factory output for the first six months of 1949 
equalled the French output for the entire year of 1948, and 
plans are under way for a fifty per cent increase in manu- 
facturing floor space. In Germany, the manufacturing floor 
space has been doubled since the war, and the factories there 
are now actively producing equipment for German consump- 
tion and for export to other European countries. In Italy, 
the factory built in Milan in 1935 and expanded after the 
war, will be greatly enlarged. 

In England, a new factory purchased at Hammersmith, 
London, for the manufacture of International time recording 
products will be in production in January. In Canada, con- 
struction will begin soon on another IBM plant in Toronto 
which will double the manufacturing facilities there. 
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Play Fair with Your Floors 


BASSICK CASTERS, GLIDES AND RESTS 
LENGTHEN LIFE, PRESERVE BEAUTY 


You can save expensive mainte- 
nance costs and lengthen the life 
of your floors and floor coverings 
by putting Bassick casters, cush- 
ion glides and rests under your 
office equipment — they protect 
against scratching, gouging, 
marking and abnormal wear. 
Office efficiency, too, is im- 
proved when movable equip- 
ment operates quietly on Bassick 


casters. 


Write, today, for the Floor | 
Protection Equipment Catalog, 
to Bassick, world’s largest man- 
ufacturer of casters. Address THE 
BASSICK COMPANY, Bridgeport 
2, Connecticut. Division of 
Stewart-Warner Corp. In Can- 
ada: BASSICK DIVISION, Stewart- 
Warner-Alemite Corp., Ltd., 
Belleville, Ontario. 


DIAMOND-ARROW CASTERS - NOMAR CUPS -NOMAR FURNITURE RESTS + CUSHION GLIDES 


Stop excessive wear 
Use these Bassick products 
And save costs of repair 
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WHY? Look at her posture — erect but relaxed, 
lungs able to breathe freely, weight evenly dis- 
tributed. The secret is her individually-fitted Sturgis 
Posture Chair which automatically encourages the 
posture that discourages fatigue. This girl and her 
chair are a valuable pair—efficient production part- 


ners from 8:30 to 5:00. 


Your Sturgis dealer will gladly demonstrate the 
cldse relationship between proper girl-and-chair 
partnership and increased office production. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, ‘The 
High Cost of Sitting”. No 
charge—no_ obligation—just 


good common sense. 


NN eo 


= 


| 


A complete line of executive, stenographic, recep- 


tion and institutional chairs—posture-designed 


for the person and the purpose. 


MAIL THIS COUPON NOW 


rocco 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME 


COMPANY. 


TITLE 


ADDRESS 


CITY. 


STATE 


POSTURE CHAIR CO. 


Sturgis, Michigan = 
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Fick Named IBM Secretary 

The election of Fred H. Fick as company secretary 
was recently made known by International Business Ma. 
chines Corp., 590 Madison Ave., New York. He had been 
serving as assistant secretary since 1947. Mr. Fick joined 


~~ 


4 


ae 


Fred H. Fick 


i 
} 


the company in 1925, and was identified with various de- 
partments of the business before being named an officer of 
the organization. 

The IBM World Trade Corp., newly created subsidiary 
of the parent company, also announced new appointments 
when it named Arch Davis and Robert L. Houston as spe- 
cial executives, and Miss Jane Haislip as executive assist- 
ant. The three have been with IBM for several years and 
have served in many important capacities. 


Records Management Center Opens on Coast 

A new training center in records management and 
archives administration got under way November 8th at 
the University of California Extension Center, 140 Mont- 
gomery St., San Francisco. 

The first course of its kind to be offered on the West 
Coast, the class has been established by University Exten- 
sion in cooperation with the National Records Management 
Council. Its basic purpose, according to Dr. William K. 
Schmelzle, head of the U. C. Business Adminisiration Ex- 
tension, will be to provide individuals with the technical 
knowledge necessary to convert their records “from lia- 
bilities into assets.” ts 

Course instructors, in addition to guest lecturers, will be 
Emmett J. Leahy, executive director of the National Rec- 
ords Management Council, and John D. Bayless, director of 
the United States Naval Records Management Center, San 
Bruno, Calif. Topics slated for discussion include:  Plan- 
ning and Organizing for Records Management and Archives 
Administration; The Hoover Commission Propject—A Case 
Study in Records Management; Controls on Record Making 
and Record Keeping; Classification and Organization of Ree- 
ords and Management Reference Service; Records Inven- 
tory, Appraisal, Disposal and Transfer; Records Center 
Planning and Operation; Microfilming Equipment and Sup- 
plies, and Business Photography; Assignment and Discussion 
of Case Studies; and the Role of the Archivist in Business 
Records. 


TSA Hears Second Cornell Lecture 

The second in a series of lectures, this one entitled 
Coming to Grips with Office Gripes,” was the feature of 
the recent dinner meeting of the Transcription Supervisors 
Association of New York, held at Whyte’s Restaurant, New 
York. The speaker was Dr. Joseph H. Jackson, extension 
specialist with the New York City office of the New York 
Siate School of Industrial and Labor Relations, Cornell 
University. 

Introduced by Anna Rathjen, TSA president, Dr. Jackson 
spoke on the sources and ways of settling the gripes in 
offices. His discussion covered interpretation of office rules 
and personnel policies for the staff, and also outlined how 
to handle cliques, scapegoats, and “dead-enders.” 

An informal discussion between members followed. 
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besa —  ° 
IT CAN BE USED 


VICTOR VISIBLE 


D-A-LINE to fully appreciate its time ee money "saving possibilities for your office or 


Pt vou EVER Saw ro 


the Vietor \DD-A-LINE otreg 


It's ‘‘sweeter"’ than 4-part harmony, and more practical 
and convenient for keeping lists than anything you've 
ever seen. Victor ADD-A-LINE strips are available in 
3”, 5” and 7” lengths for listings from 1 to 4 lines deep. 
Strips are easily chained together, and 1, 2, 3 and 4 
line listings can be combined in any combination to 
suit your requirements, all held securely in ... 


in any device for letter 
size sheets; ring books with 
ADD-A-LINE strip holders 
indexed with Victor Mak- 
ur-own Index Tabs, letter 
folders using Mak-ur-own 
hinges and Victor or simi- 
lar fasteners, etc. Or use 
it in Victor Visible pocket 
equipment with the ... 


the strife holder 
The ADD-A-LINE strip holder 
is designed to hold all sizes of 
ADD-A-LINE strips. Die cuts 
hold full columns or partial col- 
umns of strips firmly in place. 
8% x 11” in size with universal 
7 hole punching, the strip hold- 
er is ... 


Made for use in 8” wide visi- 
ble pockets only. The pocket 
adapter can be used for any 
size ADD-A-LINE strips and in 
any of the Victor Visible equip- 
ment shown at left. The %” 
transparent protected visible 
margin can be indexed with 
an insert if so desired. 


: home. Write for literature or ask your local stationer for a demonstration. 


THE VICTOR SAFE & — co., INC. 
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TOOLS 
OF THE OFFICE 


Stow & Davis single 
pedestal desk, No. 
2269-CD. 


Executive Desks 


Abercrombie & Schafer, Inc., Box 889, Lake Forest, Ill. 
Circladesk—Executive 

@ Dimensions: 66” x 48” x 29”, wrap-around is one 13- 
foot piece; materials are walnut, mahogany, or oak in light, 
medium or dark finishes, plus a limed oak or silver walnut, 
all at standard price. Finishes may be either dull or glossy. 
Available with standard six legs or island base. 

Dictation slide now 19” wide x 22” long x 34” thick. 
Center lap drawer now 24” wide, equipped with pencil tray 
23” long, of solid wood, with Yale lock. All drawers oper- 
ate on inch-wide guides, and have stops to prevent pulling 
clear out unless stops are released. All handles eliminated, 
drawer fronts have grooved hand-holds, under-cut behind 
drawer faces, doing away with many veneer seams. Has 
large compartment especially designed for telephone. Re- 
cessed bases are of solid wood to match top. Compartments 
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are larger throughout, re-designed in some cases for greater 
efficiency. 


All Steel Equipment Co., Aurora, III. 
Flat Top Executive Desk 
@ Top 76” x 36”. Satin chrome hardware, baked enamel 


gray finish. Tapered pedestals. Desk top and drawers inter- 
changeable with other All-Steel integral units. Under 
changing office conditions, the line allows a variety of types 
of equipment. 


Alma Desk Co., Drawer 787, High Point, N. C. 
Standardizer, 1600 Series 
@ Executive desk; measures 60” x 34”. Selected walnut, 


mahogany, or rift-sawn oak veneers. May be furnished in 
new Softone oak. Adjustable height; ball-bearing suspen- 
sion file drawers on other models; conference top (overhang 
available on one, two, or three sides). 

(Turn to page 60) 


Left: Abercrombie & Schafer's Executive Circladesk. Below: One 
of All Steel Equipment Co.'s Executive models. 
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REY TO SATISFACTION! 


For those office buyers who have bought bargains and 
paid dearly... WISE ECONOMY offers a soothing solution for future purchases. 
Every Alma desk represents a satisfying combination 
of beauty and value in office furniture. Smooth wood finishes... 
clean design... sturdy construction... features not usually found in this price range. 
And there’s a desk bearing the Alma name to fill 
any need. Each one meeting definite standards of looks and durability. 
Write for literature on the complete Alma line 
and the name of your local Alma dealer. WISE ECONOMY 


is your Key to satisfaction! 


STANDARDIZER 1600 


The best desks are made of WOOD 
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Executive Desks 


(From page 58) 


Art Metal Construction Co., Jamestown, N. Y. 

Style 6266 FB-34, Executive Desk 

@ Dimensions: 66 5/16” wide, 30%” high, 3414” deep. 
Furniture steel, finished in the Art Metal No. 710 gray, a 
baked-on opalescent finish. Cast aluminum trim is used, 
while top is 28S- gray linoleum. Desk now incorporates 
recessed back, provides extra knee space for visitors. Re- 
cess is 9” deep; width and height are the same as the reg- 
ular kneespace, 27 7/16” wide and 253g” high. Additional 
features: double height drawer interchangeable with two 
regular storage drawers; may be placed at bottom or top 
of either pedestal. One adjustable partition furnished for 
each storage drawer. Automatic general lock controlled by 
knee-space drawer, locks all drawers in desk. 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
5000 Series Desk—Model 5060 
@ Dimensions: 60” x 30” x 29”. Drawers roll out to full- 


length on new self-aligning ball-bearings. New type posi- 
tive locking compressor. Standard platinum gray finish or 
olive green, mahogany or walnut. Drawers can be locked or 
opened individually without need of pulling out center draw- 
er. Center drawer telescoped into top for more knee space. 
Double-duty sliding trays—one way a handy slide rest, 
flipped over—it is a letter tray. Stainless steel handles 
and mouldings. Stainless steel feet adjustment from mini- 
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mum height of 29” to a maximum height of 3042. Also 
serves as a leveling device on uneven floors. All-welded 
steel pedestals are unit structures in themselves, provides 
rigidity, and eliminates possibility of diagonal distortion 
binding drawers. Interchangeable units, pedestal, leg and 
tops can be quickly changed from left to right. Conference 
table has 9” overhang on both ends and rear. Back pane] 
is adjustable from flush to 4” and 8” depths; allows ample 
leg room for visitors at desk. Built-in wiring raceways foy 
convenient electrical outlets. 


Brown-Morse Co., Muskegon, Mich. 
No. 3570 Junior Executive Desk 
@ Plastite top 70” x 35”; 5” overhang on both ends and 


back. Double pedestal, each of which is one-piece shell of 
steel securely welded to frame. Entire desk treated with 
sound-deadening insulation material. Rounded corners. 
Wiring outlets (invisible knock-outs) in five different loca- 
tions. Pontoon shoes adjust to 114” each to compensate for 
any floor inequality. Variable drawer combinations, Non- 
friction runners. Quick release lock system. Other features, 
Other models. 


Commercial Furniture Co., 2739 W. Chicago Ave., 
Chicago 22 
Executive Desk 2009—Keystone Suite 
@ Primary unit of a 7-piece group (exclusive of chairs), 
Top measures 69” x 38”. Finished in golden walnut and 
oak. Drilled for telephone wires; center rail mortised, 
glued and screw-fastened into top of leg. Rubber desk and 
chair protector tenoned and glued in knee well posts. Ex- 
tra heavy drawer runners glued and fastened with screws 
at three points; heavy-duty 5-ply %%” panel construction; 
heavy 3-ply hardwood dust bottom. 


Corry-Jamestown Mfg. Co., Corry, Pa. 

No. 3560 Executive Desk 

@ Measures 60” x 29” x 32”. Adjustable gliders, pontoon 
type bases, Corroleum top, available in Corry gray, olive 
green, mahogany, or walnut. 


(To page 62) 


Left, top to bottom: Alma Desk Co.'s 1658-F; Art Metal's 6266FB- 
34; Berger Mfg.'s model 5060. Below: Browne-Morse Co.'s Junior 
Executive desk; Commercial Furniture's 2009 model. 
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AL STEEL AGE desks have 
adjustable gliders for level- 
ing on uneven floors and 
to adjust height in any 
degree from 29" to 3014". 


Work flows smoothly across a desk when both parties are 
relaxed and comfortable. In conference or dictation, the 
person at the back of the STEEL AGE Executive desk has 
plenty of knee room too, thanks to the special recess. In 
fact, everything about the Executive desk is keyed for 
comfort. The island-type pontoon bases mean worlds of 


extra foot room .. . the adjustable height means comfort 
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The STEEL AGE Executive Desk 


gives Secretaries a break 


! 


in Comfort too 


that’s tailored to your physique. Ball bearing suspended 
drawers glide open at a touch and the no-glare Corroleum 
top is pleasant to the eyes. Add a full measure of un- 
matched beauty, superb construction and masterful metal 
craftsmanship and you'll understand why everyone says, 
“Buy STEEL AGE and you buy the best in steel office 


furniture!” 


_-- CORRY—JAMESTOWN 
MANUFACTURING CORPORATION * CORRY 
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Executive Desks 


(From page 60) 

Executive Furniture, Inc., Box 1048, Oklahoma City 1, Okla. 
Model No. 500 

@ Dimensions: 27” deep, 64” wide and 2634” high without 
top. All walnut construction, all hardwood interiors, choice 
of 3 standard finishes. Comes equipped with 77” x 36” top 
134” thick with a 6%” overhang at each end and 9” over- 
hang at rear of desk. All holding points for tops template 
bored and equipped with metal inserts for ease of attach- 
ment and durability. 


The General Fireproofing Co., Youngstown 1, Ohio 
Executive Mode-Maker Desk (No. 1775FL) 
@ Dimensions: 75” wide, 40” deep, 29-30%” high. Double 


pedestal with 15” overhang on left and 10” in rear. Has 


one letter drawer, 4 storage drawers, one center drawer. 
Made of steel with gray finish, trimmed with satin alumi- 
num. Closed or arched base. All pedestal drawers easily 
removable, interchangeable. Drawers are quiet operating 
with spring steel stops built into ball-bearing suspensions 
eliminating noise. One vertical partition is standard in 
each drawer, and as many more can be added as desired— 
adjustable on 1” centers. A new center-drawer lock mech- 
anism simplifies opening pedestal drawers. Letter file 
drawer equipped with one adjustable Divide-a-File used in 
GF files. There are no projections; drawer-pulls are re- 
cessed at top of each drawer. Pedestal units are sound- 
proofed. One of 34 different models in this line. 
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The Globe-Wernicke Co., Cincinnati 12, Ohio 
Streamliner Desks 
@ The double pedestal executive model has convenient 76” 


wide top that extends 8” beyond the ends and back of the 
desk for conference use. Has formed linoleum top, sturdy 
pedestal bases, and functional styling of the other desks in 
the Streamliner series, but, in addition, has the overhanging 
top that gives a larger working surface. The single pedestal 
junior executive desk has a 60” working top, that over. 
hangs 15” on one side. This desk is available with either 
left or right pedestal, with the overhang on the opposite 
side. Both of these new overhanging desks in the Stream- 
liner Series may be had in either seal gray or dark green 
finish, with narrow or closed backs. 


Left column. top to bottom: Corry-Jamestown's 3560 model; 
Executive Furniture's 500 model; General Fireproofing's 1775-FL 
desk. Right column, top to bottom: Globe-Wernicke's Stream- 
liner; Gunn Furniture's Starline model; Hoosier Desk's B-1566 
model. 


Gunn Furniture Co., Grand Rapids, Mich. 
Starline Series, Model S58IC ; 
@ Over-all dimension 58” x 32”. Made in full walnut in 


light or standard finish and in comb grain oak, Softone and 
standard oak finishes. Full extension drawers with Perma- 
Fit treatment to avoid swelling or warping. Drawers are 
6” deep inside and equipped with adjustable drawer par- 
titions. Drawers are interchangeable and desk may be pur- 
chased with three single pedestal drawers or one single 
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Executive Desks 


—_—_— 


drawer and one file drawer. Desk is equipped with level- 
matic glide, automatically adjusting itself to uneven floors. 
May be had with the pedestal on either the right or left 
end of the desk. Retails in the $135 bracket. 


Hoosier Desk Co., Jasper, Ind. 
Empire Series Desk No. B1566 ; 
e A modern style desk of heavy construction with semi- 


flush panels and supplied in Softone oak, light golden oak 
and walnut finishes. Utility Base with adjustable height 
from 29” to 3042”. Ball-bearing roller suspension on deep 
fle drawer. File drawer fitted for suspension or hanging 
files. Organized center knee well drawer. Cast semi-flush 
drawer-pulls. The Empire Series is a complete matching 
series of 22 items, including executive desks, general office 
desks and special purpose desks. 


This column, top to bottom: Imperial’s model 5058; Indiana Desk's 
No. 5013!/2; Jasper Desk Co.'s 8E69. Right column, top to bottom: 
Invincible's Modernaire; Leopold's SL-972-4; Mayfair's 60-I. 


Imperial Desk Co., Evansville, Ind. 

No. 5058 Consultation Desks 

@ Size: 58” x 32”, right or left pedestal. Walnut or comb 
grained oak exteriors. Drawers equipped with movable 
partitions that can be adjusted to individual requirements. 
Inside posts at knee well space, front and back, are “Densi- 
wood” “which eliminates the possibility of splintering or 
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marring when chairs or other objects come in contact with 
desk. Bases are equipped with faultless adjustable glides 
to permit height regulation from 29” to 301%”. Available 
in regular walnut or Softone on oak finishes. Price $105. 


Indiana Desk Co., Jasper, Ind. 

No. 50132 Executive Desk 

@ Top measures 66” x 36”. Georgian style. All exposed 
parts of American black walnut. Stump walnut veneers in 
four-joint effects on tops, drawers, and panels. Drop pulls 
on drawers of authentic design in antique English finish, 


Invincible Metal Furniture Co., Manitowoc, Wis. 
Modernaire Desk 


@ Measures 60” x 30” x 29” high, adjustable up to 3034”. 
Rust-proof screw-jack type glides. Spacious box drawers 


equipped with one divider adjustable on 1” centers. Lap 
drawer has compartmented convenience tray. Progressive 
ball-bearing roller cradle suspension. Reinforced with top 
ribbing of steel. Stainless steel binding and corner pro- 
tection. Die-cast hardware to match. Non-glare linoleum 
tops. 


Jasper Desk Co., Jasper, Ind. 

8E69 Coronation Desk 

@ Top is 69” x 36”. Walnut, with matched butt walnut 
drawer fronts. Ball-bearing suspension ‘eep drawer and 
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ve Desks 


a large utility slide in the back of the desk. Equipped for 
hanging type files and has a hand-rubbed eight-process 
finish. Part of an executive office suite. 


The Leopold Co., Burlington, lowa 
SL-972-4, and SL-966-4 Desks ; 
@ Dimensions: SL-972-4, 72” x 36°; SL-966-4, 66° x 36”. 
Top dimensions: 72” x 36”. Made of walnut. Finish baked 
on, similar to automobile finish. 

Consultation desk with ample accommodations for 3 or 4 
persons. Serves purpose of desk and table. Price $300, list. 


Mayfair Co., 315 N. Desplaines St., Chicago 6 

No. 60-1 Islander Desk 

@ Size: 31” x 59”. Tops of selected walnut veneers, 14”, 
5-ply. Bonded edges, rubbed panels, and drawer fronts of 
walnut. Five-ply veneers. Complete locking device, metal 
drawer pulls, island base. Also available in mahogany 
veneers. Weight, 190 lbs. Double pedestal. Has filing 
drawer, and 2 pull out leaves. Price, $119, list. 


This column, top to bottom: One of Myrtle Desk's 8000 line; Orna 
Metal's E-601; Metal Office Furniture's model 15001. Right 
column, top to bottom: National's 8420-S Conference desk; 
Remington Rand's model 3921. 


Metal Office Furniture Co., Grand Rapids, Michigan 

No. 15001 Executive Desk 

@ Picture shows the overhang of the 78” x 38” top over 
the back and the two ends of the standardized island base, 
One of several styles of executive desks offered in a variety 
of finishes to harmonize with today’s business office- 


Myrtle Desk Co., High Point, N. C. 
8068F Executive Desk 
@ Chippendale design, quartered walnut veneers, solid cast 


brass hardware; double drawer is equipped with ball-bear- 
ing glides; all drawers may be fully extended without fear 
of spilling the contents of the drawer; there is a large pull 
out dictation slide at the back. It can be supplied in either 
walnut or mahogany veneers. Accessory pieces include 
table, telephone stand, bookcase, wastepaper basket. and 
letter tray. 


National Desk Co., Inc., Herkimer, N. Y. 
8420-S Conference Desk 
@ Includes an extension top so that when top is up. size 


of desk is 84” x 36”. Permits desk to be used as combina- 
tion conference table and desk and allows eight people to 
be comfortably seated around it. When the extension is 
daown, size is 60” x 36”, similar in size to the regulation 
type of executive desk. 

Another feature is secret compartment in rear panel suit- 
able for storage purposes. This compartment also has a 
separate lock. Also made in American walnut with matched 
veneers and includes American walnut for the interiors. 


Orna Metal Products Co., 2412 S. 7th St., St. Louis 4, Mo. 
E-601 Skyliner Executive Desk 

@ Armstrong linoleum top (non-glare), gray, full 34” x 60”. 
Full-size pull-out shelves in each pedestal. Heavy adjust- 
able glides permit height adjustments from 29” to 3015”. 
Fu!l locking device controlled from center drawer. Ball- 
bearing rollers on all drawers. Rigid one-piece pedestal 
construction. Solid metal satin finish pulls. Full radius 
contour on edges and corners. Three drawers in left or 
right pedestal (optional). Center drawer 3” x 22% x 1934”, 
equipped with pencil tray. Box drawers 5” x 12%” x 25”. 

(To page 66) 
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NEW DESIGN FOR BUSINESS LIVING 


Yes, there are 81 new different models and sizes of In- 
vincible ‘““Modernaire’’ desks designed to make business 
living easier . . . more attractive . . , more efficient! Ad- 
justable height to fit individual requirements for leg 
room — for writing ease. Non-glare linoleum tops mean 
all-day eye comfort. Smooth-sliding and rolling drawers 
mean easy reaching for work papers. Exclusive Invincible 
Finger-Touch locking compressor in letter drawer means 
fast filing — no strain pulling files out — no “jamming” 
them in. 

Desks are made from heavy-gauge steel, with all- 


Modernaire . 
Features You'll & 
Like! 


Z 
New 30” width on general office models means 
big savina in floor space. 


Rust-proof, sturdy, screw-jack type glides. Adjust 
desk height from 29” to 30%”. 


welded construction, Tops are extra-reinforced to with- 
stand heavy-weight loads. They're built from carefully 
designed standard units for uniformity of appearance 
... for low-cost sale. For detailed information on these 
great new desks —- how each model and size fits a specific 
office need — write Dept. C. 


METAL FURNITURE CO., MANITOWOC, WIS. 


Note spacious drawers. Box drawers equipped with 
one divider adjustable on 1” centers. Lop drawer 
with compartmented convenience tray. 


letter drawer with Invincible Finger-Touch Com- 
Pressor. Note heavy-duty, silent-action progressive 


ball-bearing roller cradle suspension, strength here! 


December, 1949 


Meo 
Worm's eye-view of top ribbing on Invincible 
Modernaire Desks . . . mo worry about lack of 


All **Modernaire’’ desks have stainless steel bind- 
ing and corner protection. Precision die-cast 
hardware to match, 
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Executive Desks 


(from page 64) 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Model 3921 Executive Desk 


@ Dimensions: 60” x 30”. Construction: steel with stain- 
less steel trim, Grey-Rite finish, grey linoleum top. Features 
a new space-saving design—30” deep instead of 34”’—and 
adjustable working height. The slight reduction in width 
not only saves space but increases the available working 
area because seven desks can now occupy the space for- 
merly needed by six. The adjustable height feature enables 
the user to select the working height he prefers. 


Security Steel Equipment Co., Avenel, N. J. 
MSF-78 Executive Conference Desk 


@ Size: 78” x 29” x 41 9/16”. The top overhangs 9” in rear 
and on each end. Auxiliary base available for 3012” height. 
Lifetone gray, green, mahogany or walnut finishes. List 
Price in green or gray, $194.75. 


Frank Scerbo & Sons, Inc., 536 Pearl St., New York 7 
No. 877 Modern Desk 


@ Dimensions: 71” x 38” x 30” high. Kidney contour. 
Blond mahogany, with cross-banded edges. Center drawer 
locking device for all eight dust-proof drawers. One of 
these is a double drawer. Wrought brass drawer pulls are 
custom made. 


Shaw-Walker Co., Muskegon, Mich. 
No. 7238 Senior Executive Desk 
@ Dimensions: 72” x 38” x 29”. One of five models manu- 


factured by Shaw-Walker. Changes in drawer arrangement 


have permitted lowering of the top to the more natural 
and comfortable 29” working height. Center drawer is 
eliminated and other drawers are made to serve more effi- 
ciently. All are wood-lined and equipped with work-organ- 
izing accessories to effect economies in time and effort. Has 
a walnut or mahogany working surface, backed by steel 
for permanence. Molding around the edge. Matching pieces 
and accessories include tables, telephone stands, hutch, 
bookcases, costumers, guest and swivel chairs, etc. 


Stow & Davis Furniture Co., Grand Rapids, Mich. 
No. 2269-CD Conference Desk 
@ Single pedestal desk made in walnut. It is equipped 


with a “free-form top” size 69” x 38”. 

Single pedestal is furnished with two box drawers and 
one executive file drawer. The top box drawer is equipped 
with a convenience tray and the file drawer with an Ox- 
ford Pendaflex filing unit. 

The desk, as illustrated, is in a two-toned finish with a 
light bisque colored top and a rich golden walnut colored 
body. 

Chairs illustrated with the desk are the Stow & Davis 
No. 22-A and AS arm and arm swivel chairs upholstered 
in top grain leather. 


Wells Office Furniture Co, 725 S. La Salle St., Chicago 5 
6600 Line Island-Base Desks 
@ Sizes: 59” x 31” and 72” x 36”. Adjustable height 29” 


to 30%”. Flat tops and secretarials to match. 

1% 5-ply walnut veneer top; %4” 3-ply walnut panels; 
34” 5-ply walnut drawer fronts. Automatic Locking Device. 
Dovetail Drawers 3-ply framed-in bottom. All hard wood, 
finished inside. Pen tray in center drawer. Rails and posts 
solid walnut. Metal drawer pulls. Island 5” x 25” long, 
finished black. Price $145.80 to $184. 


The Worden Co., 200 E. 17th St., Holland, Mich. 
No. 260 Desk-Junior Executive 
@ Has figured walnut top and panels; contains four regular 


drawers and one deep file drawer, in addition to knee- 


Left column, top to bottom: Scerbo's model 877; Security Steel's 
MSF-78; Shaw-Walker's No. 7238. Right column, top to bottom: 
One of Wells Office Furniture’s 6600 line; Worden Co.'s 260 desk. 
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space drawer. All drawers are treated to eliminate swell- 
ing or sticking. Lacquer to give the desk a smooth velvety 
finished surface is used, and hand-rubbed on the top. Can 


Model 4986.1 of Yawman & Erbe 


be had in several sizes, other than size shown. Equipped 
with glides, enabling the user to adjust the height from 
29” to 301%”. 


Yawman & Erbe Mfg. Co., 1045 Jay St., Rochester 3, N. Y. 
Style Master Executive Desk, No. 4986.1 

@ Size: 66” x 34”; 29 5/16” high. Standard with recessed 
box base and cap width pedestals, eaeh containing a cap, 
eard and 212” deep storage drawer and utility slide. Draw- 
ers are 1542” wide inside. Both card and cap drawers oper- 
ate on combination ball and pin bearing cradle progressive 
suspensions. Cap width drawers have double row cross-° 
filing inserts. Kneespace 275s” wide. Has hooded back 
center drawer and 6-compartment sliding utility tray. Top 
finished in No. 640 gray linoleum, with brushed chrome 
patented corner caps, continuous chrome binding. All 
drawer hardware special design brushed chrome. 

Other complementing pieces are bookcase, double file, and 
telephone stand, all with recessed box bases, 78” x 39” 
overhanging top conference desk, 96” x 42” directors’ table 
and other smaller size tables. 


Adding & Calculating Machines 


Addo Machine Co., 145 W. 57th St., New York 19 

Addo-X Adding Machines (Various Models) 

e@ Hand machine measures 1214” long, 81” high, 8” wide; 
weighs 21 lbs. Electric machine, 1444” long, 812” high, 8” 
wide; weighs 24 lbs. Made of Swedish steel; quiet operat- 
ing; 10-key touch system. Certain models have an extra 
column in totalling capacity. Available are 10 different 
models, hand and electric, from 8-column capacity (999,- 
999.99) to 1ll-column capacity (999,999,999.99), one hand 
and one electric model offering besides direct subtraction, 
credit balance. Priced from $165 to $325, tax not included. 


R. C. Allen Business Machines, Inc., Grand Rapids 4, Mich. 
10-Key Calculator 

@ Size quoted as being no larger than average letterhead. 
Black non-glare crystal finish. Automatic multiplication, 
automatic spacing to right or left. Fast addition and sub- 
traction. Automatic division; visible dials show all three 
problem factors. Problem is proved as completed. Priced 
at $375. 


Barrett Adding Machine Div., Lanston Monotype Co., 

24th at Locust, Philadelphia 3, Pa. 
Figuring Listing Machine B192 
@ Size: 6” x 9”; weight, 12 lbs. Finished in Graytone to 
reduce eyestrain. Hand-operated. Short handle stroke; 
visible adding dials, adding capacity in both items, totals 
of 9 columns, direct subtract key, non-add, non-print, mul- 
tiply key, one position back spacer. Automatic totals and 
sub-total key; 10-key keyboard. Will take any calculation 
on multiply or divide and render a printed proof on all 
factors used. No mechanical governor to slow up operation. 
Price $165, plus tax. 

(To next page) 
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Above and around 
clockwise: Barrett 
Adding Machine 
Div.'s B-192; Bur- 
roughs Adding-Sub- 
tracting machine, 
9-10-53; the Clary 
Speed-o-lectric; R. 
C. Allen's 10-key 
calculator; and the 
Addo-X of Addo 
Machine Co. 
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Adding & Calculating Machines 


Burroughs Adding Machine Co., Detroit, Mich. 
Style 9-10-53 Adding Subtracting Machine : 
@ Case measures 9” wide, 13” long; height at rear, 6”. Has 


plastic case in neutral brown, ripple finish; cadmium-plated 
parts. Square keytops. Electrically-operated. Also avail- 
able in wide carriage style. Clears instantly, provides auto- 
matic ciphers, enabling the operator, Burroughs says, to 
eliminate 30% of the digits that must be activated when 
writing individual ciphers is required. Subtraction is done 
by touch of minus bar. Multiplies by high-speed addition. 
One of a line of 14 electric and hand-operated models for 
handling jobs requiring fractions, credit balances, etc., in 
addition to adding and listing work. 


Clary Multiplier Corp., 1524 N. Main St., Los Angeles 12, 
Calif. 

Speed-o-lectric Adding Machine 

@ Incorporates a thumb-add bar, as well as customary add 


bar on the right-hand side. Twin total bars (one on each 
side). Additional numeral key at base enlarges keyboard 
capacity to 1,999,999.99. Totaling capacity 9,999,999.99. 
Pyramidal shaped keys, but flat on top. Control keys are 
distinguishable in shape from numeral keys. Contrasting 
colors for base and top of keys, with these colors reversed 
in the three central columns. 


Felt & Tarrant Mfg. Co., 1735 N. Paulina St., Chicago 22 
Comptometer Adding Calculating Machines 
@ Dimensions: 9 5/16” x 145g” x 6%4”. All metal case and 


mechanism—Lumarith keytops made by injection molding. 
Grey-green wrinkle lacquer finish. Lightweight, one-piece 
drawn case, streamlined design, light key action through use 
of hardened aluminum segments, large legible numerals with 
“active” ciphers. Operates entirely by depressing keys—no 
crank or motor bar, no preliminary setting, no carriage to 
shift, no tape. 

Comptometer operators are trained to add entirely by 
touch method. Only one hand needed in subtraction; fast, 
quiet operation; light key touch. On all Comptometer mod- 
els, operators are protected against operating errors by the 
Controlled-Key Safeguard, a positive system of automatic 
control which prevents operating errors caused by fumbled 
or incomplete key strokes. The Controlled-Key mechanism 
gives instant signal of an operating error, by locking all 
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columns except the column in which the incomplete key 
stroke was made—and this is left open for correction. 


International Business Machines Corp., 590 Madison Ave,, 
New York 22 

IBM Calculating Punch 

@ Used to muliiply, divide, cross-add, and cross-subtract 


many combinations of factors to provide information for 
accounting and statistical reports. These four basic mathe- 
matical processes may be performed simultaneously or suc- 
cessively at high speed and the results punched into the 
IBM cards in the same operation. Flexibility of this machine 
permits the solution of more complicated mathematical 
formulas at increased speed. 


Lightning Adding Machine Co., Inc., 543 So. Spring St., 
Los Angeles 13, Calif. 

Lightning Adding Machine 

@ Weighs 11% lbs.; 14” long, 4%” wide. Made of durable 

metals. Portable. Can be lifted frorn its desk base, carried 


(To page 70) 
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Top cut shows the IBM Cal- 
culating Punch; Middle row, 
|. to r.: Model M Compto- 
meter of Felt & Tarrant; 
Olivetti's No. 14 Printing Cal- 
culator: and the Plus, Inc, 
computing machine. Bottom: 
the Lightning Adding Me- 
chine, and Allen Wales (NCR 
Co.) Model 9 machine. 
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1 — Revolutionary PLUS® Part-Keyboard 
fast, efficient, economical little 
key-drive machine to handle the addition which 
ract is 75% or more of all figuring done in most offices. 
= Subtracts and multiplies, too, of course! 
e- 
ane Weighs only 6 to 12 pounds, can be moved and 
= used anywhere. Carrying case available. 
nine 
tical Priced as low as $120.00. 
he / 
/ 2 — Dependable PLUS Full-Keyboard 
able 
ried poet eee eeeeney, | ° fast, efficient, economical for 
° . o 
on r ‘ i . more complicated figure work as 
a rity : well as addition. Designed for easy handling, 
e "6 . 
Mg T W 8) WAY ho “ weighs only 14 pounds in 9-column, total 10 
: ; * model. Carrying case available. 
° “a . 
+ e ° 
2 T oO c U T . " Costs only $340.00. 
e 
. e ° 
. OFFICE COSTS . ; 
° o 
— e” 
45 e e 7. “ 
> e ‘ e = 
a dil 
Both PLUS models are available in several 
sizes and with special settings for adding 
time, weight, measure or foreign currencies. 
Work like a flash—just press the key and 
7 there’s your answer! 
Key-drive means speed—PLUS  key-drive 
means economy. 
At PLUS’ low prices, you can afford to 
mechanize figure work and get the speed i 
that means minutes saved and money saved. a 
Mail the coupon! The few pennies it will cost 
you may save you many dollars! PTPLUS* Dept. 629, 37 Murray St., N. Y. 7 
1 
Cal Please send me, free, descriptive booklet. 
1 
; c : , 
aie Ao bite lip o as FOWE Cell bey : - L u S P ' NAME 
ra y 2 G MAME. seeseneesereerenseneesseeeteeenees 
} Cal- , ‘ - . ! 
rn COMPANY ... 
tm | PLUS COMPUTING MACHINES Inc, ! 
oes 37 Murray Street, New York 7, N. Y. } GRE S56 co bape cuxwintn ee 
: Subsidiary of Bell Punch Company + Est. 1878 ! 
' iadauds ycecnacedscuncsnees Ss ac itcccu ney 
Write tor name of PLUS Distributor near you ' 
4 
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A HAND FULL 
OF VALUE. 


tHE SWIFT 


ADDING MACHINE 


Zipper Carrying 
Case Availeble 


The lowest-priced 9-column adding 
machine on the market. Check these 
features: 614 pounds, short-stroke 
handle, 9,999,999.99 capacity, visi- 
ble totals, two-color ribbon, standard 
keyboard, and many other features. 


If your local dealer cannot supply 


WIFT 


you, write: 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


70 


Adding and Calculating — 
Machines 


(From page 68) 


in pocket or briefcase. Operated with a metal stylus. Has 
automatic one-stroke clearance lever. Adds, subtracts, mul- 
tiplies and divides. Retail price $12.95. 


Allen Wales Div. National Cash Register Co., Ithaca, N, Y, 
Model 9 Electric Adding Subtracting Machine 
@ Width 9”, length 145¢”, height 73s”. Steel case finished 


in gray. Large answer dials give constant sub-total. Light 
touch stair-step keyboard. Subtracted amounts in red 
print. Standard full keyboard automatically fills in all ci- 
phers, permits depression of groups of amount keys and 
motor bar simultaneously. Operation controls from right- 
hand only. Price $255, plus tax. One of twenty-five stand- 
ard models adding, calculating, and bookkeeping machines, 
begin at $115. 


Olivetti Export Div., 37 Wall St., New York 5 

Divisumma 14 Calculator 

@ Figures up to 10 digits can be entered and totals up to 
11 digits can be obtained. Can be supplied in three differ- 
ent arrangements—with decimal point (999,999,999.99) , with- 
out decimal point (99,999,999,999), or with no separation 
marks (99999999999). Eiectric operation AC or DC cur- 
rent. Right tape holder with spring action to allow inser- 
tion of printing tape; left tape holder, adjustable to take 
larger size tape. Main keyboard designed for touch system 
for high-speed operation. Facilities for adding, multiplying, 
dividing, subtracting, non-print, repeat. Keyboard locking 
device where key has not been pressed down properly. 


Plus Computing Machines, Inc., 37 Murray St., New York 7 
Plus Machines 


@ Part-keyboard models made in 6, 9, and 12 columns and 
Full, in 9 and 12 columns. Also special models for com- 
puting hours and minutes, weights, foreign currency, etc. 
Dimensions vary from 71%” x 634” for the 6-column Part- 
keyboard to 10” x 91%” for the 9-column Full-keyboard. 
Part-keyboard model gives the five basic keys in each row, 
as well as multiplication and subtraction, “a!] that are ever 
used in addition on any key-drive machine.” Full-keyboard 
models for more intricate computations in subtraction, mul- 
tiplication and division. Prices range from $120 for the 
6-column to $200 for the 12-column in the Part-keyboard 
models, and $340 for the 9-column to $440 for the 12-column 
in the Full-keyboard models, plus taxes. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Electric Subtract Adding Machine No. 93100-5 

@ Measures 9” x 17”; cast aluminum base, GE motor, plas- 
tic case finished in gray. Credit balance feature, and all 
electric feature keys; 10-key. Short key dip, all electrified 
controls with extra long add total and correction bars, for 
fast operation. Price $330. Other models. 


L. C. Smith-Corona - aieaaacaaal Co., 701 E. Washington St., 
Syracuse 1, 

Model 8 MAX “idding Machine 

@ A full keyboard, manually operated, desk model with 
large readable type—punctuated. Has combination repeat 
and clear key, single-column clearance keys, non-add key, 
single stroke total and sub-total keys, automatic ciphers, 
and a tape guide that saves time in changing rolls by 
threading tape quickly and accurately. Keyboard capacity 
is 99,999.99. Totaling capacity is 999,999.99. Has Colorspeed 
keyboard. One-piece plastic, dust-proof case finished in 
gray-brown wrinkle. Price $107.50 in Fair Trade states, 
before tax. Others. 
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Adding & Calculating Machines 


Right, |. #o rz a, -* 
Smith & Corona Type- 
writer's Model 8 MAX; 
Swift, Inc.'s adding 
machine; and Remins- 
ton Rand's No. 93100-5. 


Bottom row, I. 
wood - Sundstrand's 
13FF; Odhner Calculator of 
Ivan Sorvall; and Victor Add- 
ing Machine's No. 6-83-54. 


Ivan Sorvall, Inc., 210 Fifth Ave., New York 10 
Original-Odhner Calculators, Models 7 and 27 

@ Portable, No. 7 measures 8” x 10” x 13”, weight 11.7 lbs. 
Model 27—8” x 514” x 4%”. Back transfer device enables 
operator by depressing key and clearing result register to 
automatically transfer the result from previous operations 
to the setting board without re-setting. “No other machine, 
regardless of price, has this feature,” says maker. Hand- 
operated machines. 


Swift Business Machines Corp., Great Barrington, Mass. 

@ Compact ‘adding machine weighing 6% lbs. Simplified 
10-key system adds or multiplies up to ten million. Short 
stroke handle; totals (with symbol) and sub-totals in red. 


Clear visible dials give running totals at a glance. Other 
features. 


Underwood Corp., Park Ave., New York 
—— Portable Posting and Statement Model 8143P- 


@ Dimensions: 16” deep x 10%” wide x 10” high; plastic 
case, steel and alumnium alloys, brass, copper, rubber, etc. 
Combination non-glare gray and japan finish, ivory finished 
keys. Keyboard consists of ten numeral keys; keys for 
month, day and year dates; keys for ten 2-letter descriptive 
symbols; correction key, back space key, multiply-repeat 


to r.: 


Under- 
8143P- 


key; character correction key, 3-position date control slide; 
tabulation key, subtract reverse key; subtract key, non-add 
totai key, motor bar, non-tab motor bar; and debit-credit 
control slide. Automatic cross tabulating front feed car- 
riage equipped with solid platen; paper release lever; vari- 
able line spacer; platen feed for single and double space; 
carriage return lever and front feed bail lock and opening 
device. The 13” carriage has adjustable paper roll holder 
for narrow or wide rolls. Automatic features include: au- 
tomatic subtraction, non-add, non-print, cross tabulation; 
printing of month, day and year dates; printing of descrip- 
tive symbols; printing of debit balances; printing of credit 
balances; printing of proof; red ribbon, platen feed. Ma- 
chine has enclosed Universal motor and split case. Touch 
method operation. Price $650. Others. 


Victor Adding Machine Co., 3900 No. Rockwell St., 
Chicago 18 

Credit Balance Machine, No. 6-83-54. 

@ Size: 1234” x 71%”; stands 6%” high; weight 15 lbs. 

Portable. Electric. Full-keyboard machine; capacity of nine 

columns totaling, and eight listing. Live control keys, au- 

tomatic space up, ciphers, and credit balance (negative 

tetal). Fast, 150 to 160 machine operations per minute. 

Plastic case. Price $275. Also have the same in a ten-key 

model. Same specifications; same price. 


Decemdcr, 1747 


Pians for the 1950 “Tools of the Office" series call 
for a revised schedule of articles. Such a schedule will 
appear in the January issue of OFFICE MANAGEMENT. 
@ The next two articles in this series will be: 

January—Office safes, check handling machines, and 
executive chairs. 


February—Typewriters, copy-holders, time recorders, 
wardrobes and lockers. 
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File Cabinets 


(See box on 


page 73) 


Above, left to right: Columbia's Apex model; Hillside's file; Pines' model 50! 


Atlas Stencil Files Co., 1662 E. 118th St., Cleveland 6, Ohio 
Deluxe Model Stencil and Plate File 
@ Size is 25” high, 13” wide, 26” deep. Constructed of heavy 
gauge reinforced steel with light-reflecting inside finish. 
Cover is 34” deep, reinforced and equipped with two lock- 
ing stop-arms, piano hinge and handle. Ball bearing casters. 
Separate inside frame on which hanger glides easily. 
Equipped with either DSH or PSC hangers. Wrinkle finish. 
Stencils or plates are attached to hanger, placed on frame 
in cabinet and then hung vertically. The DSH (dcuble iug 
hanger) or SHA (lug hanger for plates) hangers have two 
lugs, one near each end of the hanger which support sten- 
cil or master. Locking lug in center of hanger holds stencil 
or master in position. The PSC hanger (plain hanger with 
two spring clips) facilitates the filing of stubless stencils or 
plates and stencils in file wrappers.. 

Atlas files permit systematic, economical and efficient filing 
of small and large numbers of stencils and plates. Plates and 


72 OFFICE MANAGEMENT AND EQUIPMENT 


stencils hang vertically free from damage by wrinkling, 
creasing, folding, scratching, etc. The Atlas visible index may 
be attached to any point on any or all hangers and facili- 
tates rapid identification of plate or stencil. Capacity 200-500 
stencils, 300 plates. Price $37.25 to $53 depending on number 
of hangers desired. 


Automatic File and Index Co., Chicago, Ill. 
5016L Letter Size and 5616C Legal Size 
@ Outside dimensions: 5016L, 14%4” wide x 301%” high x 
2444” deep. 5616C, 1744” wide by 301%” high x 2415” deep. 
Furniture steel. Finishes: Olive-green, swan gray, or grained 
mahogany, walnut, or cak. Offer automatic expanding and 
compressing features in the drawer, a lift and fall away 
cover, a general locking device, and 2” rubber tired casters 
Price: 5016L, $54.40—$62.50 when grain finished; 5616C. 
$59.70—$68.45 when grain finished. The above are prices for 
Zone I territory; for Zone II, add 10 per cent, and for Zone 


From left to right: Twin deluxe mode! from Atlas 
Stencil; Watson Mfg.'s new general file; the Execu- 
tive file from Automatic File & Index Co. 
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Columbia Steel Equipment Co., Lincoin-Liberty Bidg., Phila- 
delphia 7, Pa. 

Apex Line Files 

@ Housing has reinforced sides; back fully welded to rear 
angles of sides. Top is one-piece, box formation, fitted over 
sides and back, held firmly in place by clamps and welding. 
Bottom is one-piece box-like unit forced up into assembled 
housing and welded solidly to sides and back. 

All corners and intersections oxy-acetylene welded and 
fully finished. One-piece drawer front has reinforcing gus- 
sets. Drawers have box formation guide tracks; heavy-duty 
suspensions; double reinforcing track channels. 

Columbia files come in two, three, four, and five drawer 
models, as well as in combination inserts for small-size 


cards. 


Watson Mfg. Co., Inc., Jamestown, N. Y. 

New General File 

@ The newly designed general four-drawer letter and legal 
file has been recently added to Watson’s complete line of 
filing cabinets. The General file utilizes an 8 full ball-bear- 
ing cradle type suspension. New style aluminum hardware 
and positive compressors are also featured. The forward too 
edge has been engineered to present a distinctive radius 
front. The new No. 69 gray finish is light in shade and 
harmonizes with any color scheme. Provisions have been 
provided to add locking devices in the field. Optional draw- 
ers, designed for hanging folders, have side rails, and com- 
pressors are omitted. Where there is preference for file 
supports, drawers are fitted with four adjustable sway stops. 


@ Material featured on pages 72, 73, and 74 is 
a continuation of the "Tools of the Office” install- 
ment which appeared in November. Lack of space 
in that issue prevented the use of this material 
there and it has been found necessary also to con- 
tinue it from this issue into the January one, where 
the bulk of the material on duplicating machines 
will appear. 


Hillside Metal Products, Inc., 129-02 Hillside Ave., Rich- 
mond Hill 18, N. Y. 

Steel Files 

@ Wide line of file equipment from five-drawer letter and 
legal size files, down through single drawer files to check 
and index type files. Choice of green and gray finishes. This 
company has a line of storage files, too, and grained finishes 
in mahogany or oak. 


Pines Mfg. Co.. 9222 Addis St., Dallas, Tex. 

No. 500 Steel File 

@ Outside measurements of the cabinet are: 52” high; 155.9” 
wide, and 27” deep. Priced at $35.50. Model 501, with lock, 
is priced at $40.50. 

Available in four-drawer letter size, with or without lock. 
Made of Bonderized paint-grip steel, it numbers among its 
features progressive, ball-bearing roller suspension, making 
it possible for the drawer to come out almost to its full 
length. 


Photo Copiers and Whiteprinters 


(See box above} 


Charles Bruning Co., Inc., Chicago 41 
Models 50 and 10 Whiteprinters 
@ The Model 50 can produce 10,000 square feet of prints in 


an ordinary working day. The new streamlined Model 10 
is designed for the fast production of small copies—letters, 
office forms, charts, etc.—in the office. Among the many 
types of copies which can be produced are prints in black 
or colored lines, on white, tinted, or transparent paper. 
Special copying system involving combined forms can be 
used to reproduce customer invoices, bills of lading, and 
various other office forms—without transcribing anything by 
hand or typewriter. Reproduces notations, date stamps, in- 


Bruning Co.'s model 50 
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itials and other data just as they appear on the original. 
Have other models. 


a Electro-Copyist, Inc., 566 Spencer St., Syracuse 4, 
Model 2024L Photo-copying Machine 
@ Over-all dimensions are 2915” wide, 2912” deep, and 42” 
high. The unit is constructed of durable wood finished in 
light cherry red, and the standard Hunter vacuum sysem 
allows a printing capacity of 26” x 24”. 

This is a dual purpose unit, which in addition to fullfilling 


Paragon-Revolute's Rocket 
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general photocopy requirements, provides a vacuum frame 
for burning in offset plates with specially designed “black 
light” tubes. 

“The ‘black light’ prints sensitized plates as quickly as are 
lights and eliminates the heat and dust of carbon.” Hunter 
claims. 


Hunter's 2024-L model 


Paragon-Revolute Corp., 77 South Ave., Rochester 4, N. Y. 
Revolute Rocket 


@ Dimensions: 70” wide, 33” deep, 67” high; designed to 


print and process dry diazo or ammonia type prints at speeds 
up to 18 lineal feet per minute. It will handle either cy 
sheets or prints may be made on continuous yardage stock. 
Prints may be made of any length and up to 42” in width, 
Copies may be made from originals on transluscent stock 
whether typed, written, drawn or printed. 

Presents several new features. These include the use of 
perforated stainless steel rojlers in the finishing unit insteag 
of a stationary perforated plate. The use of rollers minij- 
mizes the possibility of prints sticking, provides faster de. 
velopment and a shorter travel and conserve aqua ammonia, 
A diaphragm pump provides more dependable metering of 
the aqua ammonia and automatically raises the ammonia 
from a bottle in the base of the machine to the vaporizing 
tray. Ample ventilation prevents the escape of ammonia 
vapors and thus provides more pleasant working condi- 
tions around the machine. 

Tentatively priced at $1,600 f.o.b. Rochester, N. Y., packed 
for domestic shipment. Delivery now 8 to 10 weeks. 


Victor Safe & Equipment Co., Inc., No. Tonawanda, N. Y, 
Viseco Photo Copy Reproducer ’ 
@ Makes identical copies of anything written, drawn, printed, 


typed or photographed on one or both sides. These copies 
can be made in any room or office without the necessity of 
any dark room or any special training on the part of the 
operator. Duplicates can be made from any original up to 
size 944” x 15”. 

Sturdily constructed of metal with an enduring black 
crinkle finish. The unit is lightweight—only 17% lbs— 
equipped with convenient carrying handles. A mechanical 
timer assures perfectly uniform exposure on all prints, 
No special bulbs are necessary—ordinary 25 watt bulbs 
are used, but a scientifically designed and tested arrange- 
ment of lights give uniform diffusion of illumination over 
entire print area. 


Duplicators 


(See page 73) 


Marr Duplicator Co., Inc., 53 Park Place, New York 7 
Model E Duplicator 

@ A stencil duplicator with a professional printer’s feed as 
standard built-in equipment. Accurate single sheet feeding 
at high speed, without stopping the machine to reload. Ro- 
tating stencil button bar permitting stencils to be removed by 


Sc weRT TRAY 
PCIE 


—— 


Marr model E duplicator 


their uninked clean headings. Visible dial counter stops 
machine when run is completed; automatic platen release; 
adjustable paper strippers, removable for cleaning. Variable 
speed electric drive, quickly changed from 65 to 165 prints 
per minute. 1/6th horsepower, quiet, rubber-mounted motor. 


Wolber Duplicator & Supply Co., 1201 Cortiand St. 
Chicago 14 

Copy-Rite, Model L50 

@ Handles paper and card stock from post card to 9” x 14” 


size. Positive automatic paper feed. This is a liquid dupli- 


Wolber's L-50 machine 


cator. Two-tone gray finish. This compact model is Wol- 
bers newest. Price $124.50, plus taxes, f.o.b. Chicago. 


Mimeo Mfg. Co., 401 Broadway, New York 13 
Model 95 Mimeo Stencil Duplicator Le 
@ Takes legal to post-card size stock; automatic feed; regis- 


tration control; uses standard stencil and ink pads. <Auto- 
matic inking; automatic roller release. Finished in taupe 
hammerloid baked enamel. Equipped with internal ink 
brush. Hand operated. 
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EVERY DAY... 
A NEW NEED FOR 


errs 
ary, 


Day after day, modern office procedure 

calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 
Dennison offers you a complete line of tags, labels 
seals and other paper specialties —all designed to 


Save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 


Dennison 


Essential Stationery Supplies 
for HOME, SCHOOL and OFFICE 
December, 1949 
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"No. 48434/ 


Comfortable Posture Chairs 


shown, have this maximum of comfort because 
they have 4-way balanced adjustability for the 
body. They are TAYOR designed to give the 
support needed where it is most needed. The 
result naturally is the elim- 
ination of twisting and 
slumping to get into a com- 
fortable position — much 
less body fatigue—greater 
alertness and morning 
freshness at the.close of | 


day. 


Taylor Comfortable Pos- 
ture, All. Wood, Upho 
tered, Turned Leg ‘od 
Modern Chairs. Write for 
illustrated literature and 
name of nearest dealer. 


No. 9845!/, 


No. 48431 is styled for general 
office use. 


No. 984512 for stenographic 
and office machine use. 
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Improve Writing Efficiency 
in Your Office 


with Sengbusch 
Handi=-pens 


now equipped with 


(screw-in feed and point) 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch reasonably priced. : ; 
Have famous “‘Capillary Action” inking principle—Hold 6-months’ 

supply of ink. Thanks to the scientific gbusch method of inking, 

there is no ink deterioration or waste; the last drop of ink in the con. 
tainer is as fresh as the first. 
Let these practical writing features save you time and _ bother, 
Standardize on Sengbusch Handi-pens—order from your stationer today, 


Handi-pen line. 

Note! The popular wedge-feed is still available, because many large 
users like the economy ef this feed when replacing pen points. 

Handi-pens appeal to busy executives and professional people—because 
as” offer smooth, efficient, instantaneous writing service. _ : 

deal for the entire office force—they save time and eliminate disturb- t 
ing annoyances such as constant refilling, clogging, flooding. They are Write for circular. 


SELF-CLOSING INKSTAND co., 1126 Sengbusch Building, Milwaukee 3, Wisconsin 


PLYMOUTH RUBBER COMPANY, INC. ——> 
e World CANTON, MASS. 


FOUNDED 1896 The Largest Rubberizers of Cloth in th 
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YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS” 
TYPEWRITER CARBON BILLING CARBONS — 
FAN FOLD CARBON PENCIL CARBONS — 


TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS | 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS: 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS = 
HECTOGRAPH RIBBONS DUPLICATING FLUID ue 
——. CORRECTION PENCILS 


~MFG. CORP. 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. 


Chicago 7, IN. 


Factory: Coraopolis, Pa. 


December, 1949 


‘Pittsburgh 22, Pa. New York 12,.N. Y. 


Made of hard vulcanized 
fibre, V dunabe give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
splinter, dent, rust or corrode . . . do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 
maintenance costs. Write today for catalog sheet giv- 
ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No. 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


New! Vmproved/ 


Greatly improved manufacturing process 
makes possible new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handling— 
your assurance of an even finer Vul-Cot! 


For Sale by Stationers Everywhere 


uaran tee This Vul-Cot waste basket 


with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work- 
manship for a period of five years from date of purchase, 
when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. 


NATIONAL VULCANIZED FI +“ sda 
Wilmington, Delaware, U.S. A 
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For Transfer Time 


Every business is now getting ready for 
file transfer time. Plenty of new ACCO 
Fasteners are going to be needed. See 


your stationer now! 


ACCO PRODUCTS, Ine. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Cd., Ltd., Toronto 


~ ACCO FASTENER 


CONTAIN THE STRONGEST AND 
SMOOTHEST LEADS YOU CAN 
BUY FOR COMMERCIAL USE. 


NATIONAL PENCIL CO. 


220 FIFTH AVE. am 
NEW YORK ay, If your 
N. Y. local supplier 


een gue... a 
| 


you... write 
| 


to us for free 
sample 
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IBM Starts Show On Wheels 

A traveling business show of International Busines; 
Machines Corp.’s products left the company’s p!ant at Endi- 
cott, N. Y., by truck recently, on an 11,000-mile nationwide 
tour which will extend into 1950 and ultimately include 
major business and industrial cities in all sections of the 
country. 

The show is part of a campaign to give business and jn. 
dustrial managements in all major centers an opportunity 
to witness at first-hand, the latest improvements and de- 
velopments in the IBM line of electronic and electric ae. 
counting machines, proof machines, electric typewriters, and 
time recording equipment. Air freight will be used to 
supplement trucking when the show is taken to the Pacific 
Coast and other distant points. 

Among the newest IBM products which will be displayed 
and demonstrated are the card-programmed electronic ¢a]- 
culator; the electronic statistical machine which will be used 
on the 1950 census; and the card punch. 

Present tour itinerary includes Detroit, Chicago, Kansas 
City, St. Louis, Mo.; Atlanta, New York, Boston, Houston, 
Los Angeles, San Francisco, Seattle, and Denver. 


ASME Hears Lang On Distribution 
A “creative distribution system” is one of industry's 

finest instruments to reduce costs and increase profits, said 
Chester H. Lang, vice-president of sales for the General 
Electric Co.’s apparatus department, in his recent address 
to the 70th annual meeting of the American Society of 
Mechanical Engineers at the Hotel Statler, New York. 

Mr. Lang pointed out that effective distribution can be 
achieved only through the efforts of design, application, and 
service engineers, advertising men, and salesmen operating 
under progressive management’s leadership. 


New Branch for Management Consultants 

McKinsey & Co., management consultants, of 60 East 
42nd St., New York, announce the recent opening of new 
offices in Los Angeles. It is the fifth, other branches being 
located in Boston, Chicago, and San Francisco. 


AMA Seminar Scheduled 

Another private five-day seminar on the principles 
and technique of standard specifications will be held by Dr. 
John Gaillard, mechanical engineer on the staff of the Ameri- 
can Standards Association, and lecturer in industrial stand- 
ardization at Columbia University. The seminar will be 
scheduled for January 23rd to 27th, and will be held at room 
501-A, Engineering Societies Bldg., 29 West 39th St., New 
York. There will be ten conferences, two each day, starting 
at 9:30 a.m. and 1:30 p.m. Previous seminars of this kind, 
held since June, 1947, have been attended by standard engi- 
neers, chief engineers, quality control directors, methods 
engineers, and industrial engineers, and others representing 
altogther, fifty-five organizations. 


IASA Holds Meeting in Chicago 

The Insurance Accounting and Statistical Association 
held its fall meeting of the board of directors and commit- 
tees recently at the Edgewater Beach Hotel, Chicago. 

Highlighted was the progress made by the life, casualty, 
fire, and accident and health sections in plans for the 1950 
international conference to be held next May in Boston at 
the Hotel Statler. 

John Stuart, president, announced that in recognition of 
the need for an authoritative up-to-date text on casualty 
and fire insurance accounting and statistical principles and 
procedures, a commiteee will be organized to formulate plans 
and proceed with the collection of the material for such a 
textbook. 

A. H. Benson, Lumberman’s Mutual Insurance Co., is 
chairman of this committee. 


December, 1949 
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sn No. 399 — TRI-PLY 
No. 3900 — TRI-PLY ‘‘WHISK”’ 
ansas . 
a with new style brush 
CENTER PLY — soft gray ink 
and type eraser ‘ . 
stry’s OUTER PLIES — red rubber, 
, Said for erasing carbon smudges and pencil. 
neral Ee 
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New 
arting A 
kind, Statement forms with carbon attached to perforated stub... 
engi- saves operator's time and gives clean, sharp copy on ledger cards. 
ethods They're finely printed and in perfect alignment to register with 
mes your ledger card. 
Our specialty is the difficult . . . no size or combination of multiple 
tine carbon interleaved snap forms is too hard for us to print or bind. 
mmit- let us quote on your next business form job whether it be letter- 
ualty press or offset. Our prices are surprisingly low, our service fast. 
> 1950 Call or write today! 
ton at We have a few territories open for representa- 
: tives in New England, New Jersey, Pennsyl- 
ion of vania and eastern Ohio. If interested, please 
_ y contact us. 
>S ani 
bow FDERAL PRINTERS OF BUSINESS FORMS SINCE 1926 
an business Prowucts. me. 90 GOLW St. + N.Y. 7 + CO 7-8850 
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Flow Avithable 


1950 


SERVICE and FULTON 
DATERS and NUMBERERS 


(Prompt Shipment ) 
DeLuxe and Special Business Outfits 
Sign Making Kits 
Dri-Kwik and Fulton Stamp Pads and Inks 
Achilles and Iron Castor Racks 
All Weather Wood Block Pads and Inks 


Write for Catalog 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street, Elizabeth 1, N. J. 


Most beautiful and effi- 
cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


ACE FASTENER CORPORATION - 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth. 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCcOuT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 
ACELINER 


One of ACE’S finest 
models, Light weight, 
easy action. Precision 
engineered from finest 
steel, 


3415 NORTH ASHLAND AVENUE + CHICAGO 13 


Standard Oil of New Jersey Wins Report Award 

The 1948 annual report of Standard Oil Company 
(N.J.) was judged best of all industry in the Financigt 
World survey finals, and on November Ist at the fifth an. 
nual awards banquet in the Hotel Statler, New York. Frank 
W. Abrams, board chairman of S.O.N.J. accepted the golq 
Oscar-of-industry trophy on behalf of his management. 
Second place in the competition was awarded to Philip 
Morris & Co., Ltd., Inc, and O. Parker McComas, that 
company’s president, was present to receive the runner-up 
award. 

The grand ballroom of the Statler was filled to capacity 
with more than 1,200 corporation officials, and advertising 
and public relations executives, who witnessed the pre- 
sentation of bronze and silver trophies to the presidents 
and other officers of 100 corporations. Dr. Lewis Haney, 
professor of economics of the School of Business Adminis- 
tration, New York University, and chairman of the board 
of judges, acted as toastmaster. Weston Smith, originator 
and director of the annual report surveys and awards ban- 
quets, served as master of ceremonies and awarded the 
trophies. 


Ballou Joins Personnel Agency 

M. Victor McKay, president of Lorton-McKay busi. 
ness personnel agency, 30 Rockefeller Plaza, New York, an- 
nounces the addition of Austin A. Ballou to the staff. 

A member of the National Association of Cost Accoun- 
tants, National Office Management Association, and other 
management groups, Mr. Ballou was, before joining Lorton- 
McKay, wage and personnel administrator, auditor and office 
manager of the American Hard Rubber Co., in New York. 


Rem-Rand Booklets Available 

Remington Rand, Inc., 315 Fourth Ave., New York, 
has available the following booklets: “It Must Be Some- 
where,” which describes the motion picture of that name, 
produced by the company; Office Manual of Filing Systems 
and Supplies; Dynamic Management Control with Sched-U- 
Graph; and a new folder on the use of their “Multi-Matic 
Systems for Simplified Layaway and Time Payment Account- 
ing. 
OMA Seminar Keyed To Economy 

“Operation Economy, 1950,” with particular emphasis 
on ways and means of reducing payroll costs, will be the 
theme of the eighth annual seminar and office equipment 
display to be conducted by Office Management Association 
of Chicago at the Stevens Hotel, Chicago, February 27th to 
March 1st. 

Myron D. Ross, Jewel Food Stores, is president of the 
Chicago Chapter of NOMA. Past president Waldo Wil- 
liams, Aldens, Inc., is the general chairman of the seminar 
and display, assisted by H. W. Dickhut, the Diversey Corp. 

Herbert W. Vetter, Commonwealth Edison Co., Frank D. 
Hurt, W. A. Alexander & Co., M. A. Georgen, City National 
Bank and Trust Co., and Joseph W. Herrmann, American 
National Bank and Trust Co., are co-chairmen of the pro- 
gram committee. 

Topics which are slated for extensive discussion are 
better selection and better training of employees, super- 
visory responsibilities, human relations, better use of the 
employer welfare dollar, organizing, staffing, and operating 
a methods division and economy in office costs. Experts 
and authorities in these various fields are being sought as 
speakers and discussion leaders. 

A primary objective of the 1950 seminar will be to widen 
the approach so that office executives may direct super- 
visors to various sessions. It is pointed out thai although 
office and personnel bosses may be cognizant of current 
problems and solutions, the key to all substantial improve- 
ment is the supervisor who must transmit policy into prac- 
tical operation. 
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CLEANS UP ALL 
CORRESPONDENCE 


Smart typists bathe type- 
writer type daily with 
CLAR-O-TYPE to keep it 
clean and sharp for clear, 
crisp, readable impressions. 
ick — thorough — non-in- 
flammable. The sturdy 
dauber eliminates brush- 
ing and spattering. 
CLAR-O-TYPE evaporates 
slower giving more clean- 
ing per bottle,so lasts longer 
and is more economical. 


CLAR-O-THPE 


THE CLAROTYPE CO., INC. 
261 Broadwa~. New York 7 
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HODGMAN'S NEW & OUTSTANDING 


DESK PADS 


Smartly designed and 
handsomely finished, the 
pad is made of special 
pure rubber compound 
in a mahogany color that 
blends in with any desk 
f surface... This new Desk 
( — a Pad by Hodgman will not 

mar or scratch the desk top, provides perfect writing area 
( with slots at top to hold pens or pencils and a groove for 

inserting name or initial plates. Easy to keep clean, the 
( pad will withstand hard usage for years. Packed 6 pads per 

carton. Available in two sizes: 19 x 24 weighs 4% . 

( while 20 x 34 weighs 614 lbs. 


HODGMAN'S FAMOUS NEVA 
FOR IMMEDIATE DELIVERY r 
ee . 

a 3 : 

over specifically de- ~ 

( signed to prevent the 
kinking of telephone 

( =e and adaptable A 
for use on ironers, PR Tiros ino prunes laa 
toasters and other PREVENTS WEAR ANG + 
electric appliance ELIMIMATES KINKING ny 
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( , The all-rubber cord 


cords. Neva-Twist 
withstands wear and 
constant usage, has 
( no rough edges, won’t 
crack, break, or scratch 
( because it is compounded from pure rubber. 
Packed three dozen per carton and one gross to master 
carton. Weight is 24 pounds per gross. 


( ORDER FROM YOUR STATIONER 


( 
(HODGMAN RUBBER CO. 
( FRAMINGHAM, MASS. 
NEW YORK CHICAGO SAN FRANCISCO 
COLL BLD OBBOPBDADDBDBEAODS 
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IF You HAVE AN OZALID, BLUEPRINT, BRUNNING 
OR SIMILAR REPRODUCTION MACHINE, You Need 


a CAMEO Transparentizing Kit 


Save Time! 
Save Money! 
Be Efficient! 


This Cameo Transparentizer opens an entirely * 
new field for you. With it you can render And ya do it 
Printed Matter, Drawings, Maps, Offsets and many Without any spilling 
other one-sided opaque material translucent and 
thereby reproducible, which were previously be- Without any mess 


ond the sphere of your reproducing equipment. 
This is all you do. Without any photography 


Roll Blot 
The shed af, 
vances 94 SEND NOW for your complete 
f skwee las eames. CAMEO KIT consisting of: 
-_ = — ? 1. Cameo Transparentizer 
e was not treated, 
the clearly readable por- 2. One Qt. Cameo Solution 
tion was CAMEO TRANS- 3. One Rubber Roller 
PARENTIZED. 
Pr. i . 
Write jor Our Uirealar Price only $15.00 F.0.8., N. ¥. 
COMMERCIAL REPRODUCTIONS 
30-05 85TH STREET JACKSON HEIGHTS, N. Y. 


T1114 THovsawn years aco | 
'« Il THE VIKINGS SAILED To 
NU pRB AMERICA WITH ONLY THE 
STARS TO GUIDE THEM. 


Y THE BUSINESSMAN 
sears TO SUCCESS WITH 
GRAFFCO MAPTACKS MARKING 
IMPORTANT POINTS ON 
STATISTICAL CHARTS 

AND MAPS 


and SIGNALS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 
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Slee maser 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!/2"° High 


Electrically welded throughout 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 


| Fa | HIGHER ON WEST COAST 
T REY / ae 
See At Your Local Stationer 


\ 
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ART STEEL SALES CORP., 
170 West 233rd Street, New York 63, N. Y. 


CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Position W anted—Male 


OFFICE MANAGER—Controller: C.P.A., 40, ten years’ manufactur. 
ing and publish@g experience, ten years’ public accounting. Salary 
requirements dependent upon responsibilities assumed, and __ location, 
Box OM-65. 

OFFICE METHODS & Procedures Specialist: Ten years’ experience. 
Procedures, Layouts, Manuals, Design Standardization and Control, 
All Reproduction and Printing Methods, plus correct Applications. Not 
theory—Practical “Know Llow” all phases. Presently in South America 
“we capacity. Seek similar assignment anywhere abroad. 


—__——___. 


Position W anted—Female 


Cloth covered, wood Acme Style No. 15. 
block, grooved and Price: $3.50 with name. 


plexiglass covered. 

Size: 10 x 2%"'. Name F; 37 EAST 127 STREET 
may be in changeable \ | | H NEW YORK 3, N. Y. 
letters or on a remov- 

able embossed card. * 


Address Dept. OM-II. 


DESIGN, 
PERFORMANCE 
i AND 
SATISFACTION 


ESA RNIN Sette came meena 


PROOFREADING, RESEARCH. Girl, university graduate, seeks 
position in office, doing research, writing, proofreading, or editing. 
Capable of preparing digests, excerpts, and reports, and of handling 
work on house orzans. 3ackground of practical experience. OM.-67. 
COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad. 
way, New York, N. Y. 


Help Wanted—Male 


BUSINESS ADM.: For Profs. Advertising. accounting, Mgt., Mktg. 
Retailing, etc. Masters-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher's Agency, East Lansing, Mich. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St.. Richmond, Va. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 


new connection. communicate with the undersigned We offer the 
original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individual- 


ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, 
Buffalo 2, New York. 


For Sale or To Buy 


ONE (1) Burroughs style 720610 Typewriter Accounting Computing 
Machine, purchased in 1946, and one (1) Burroughs style 72013 Type- 
writer Accounting Computing Machine, purchased in 1948. Both 
machines used for payroll, stock records, accounts receivable and 
accounts payable. OM-66 

ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines unconditionally guaranteed. Inquiries 
ames. We are also buyers of all makes of office accounting machines. 
OM-62. 

GOOD SELECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used office equipment. 
All makes Calculators. Both select rough and rebuilt. Accounting 
Machines, include bank, utility, and commercial models. Rough only. 
All inquiries welcome! and answered promptly. OM-63. 

OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. Checkwriters. adding machines, calculators. 
Check Writer Co., Inc., 169 William St., New York 7, N. Y. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature. H. 
POLACHEK, 1234 Broadway, New York City. 


THE MARCH OF 


“THE MATIONAL FOUNDATION FOR INFANTILE PARALYSIS 


USE THE WANT AD COLUMNS 
TO SATISFY YOUR WANTS 


To fill a job (permanent or temporary). 

Need a high calibre man for that specialized 
position? 

Would you like to sell or buy used office 
machines ? 

You will find these columns a quick medium 

to. solve your problems. 
See listing at the top of this page for rates. 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Avenue New York 10, N. Y. 
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TRANSFER TIME 
IS HERE! 


FIBRE 


TRANSFILE soar FILES 


are the practical, low cost method of keeping semi-active 
and inactive records accessible at all times. Reinforced 


/ by steel, each file is a complete filing unit in itself. Units 


can be stacked into strong, rigid batteries. Steel front is 
available on 2 styles. Roller bearing drawer suspension is 
available on the De Luxe model. 13 sizes and 3 styles. 
Now is the time to build up your stock on TRANSFILE 
Files for the transfer season. Check your stock and order 
today. 


« Use Your New GUSSCO FILING CATALOG 


Dealers say it “is the most complete 
they have ever seen." 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


ON Tou 
go“ 


© Drafting 
Set For 
Young 

or Old 


C-THRU 


‘ 


“PRO” DRAFTSMAN 


5 PIECE PROFESSIONAL DRAWING SET 


For home, for school, for office! 5 precision drawing 
instruments with the utility of 6, made of sturdy 
transparent plastic, attractively packaged. 


SET CONSISTS OF 


@ 12-inch T square @ Sturdy French curve. 


that’s calibrated as © Highly accurate pro- $4. 

a ruler (2. instru- tractor. 50 
ments in one), @ 2 useful triangles. 

Just Out - New 16 Page C-THRU CATALOG - Send for free copy 


WLERS + TRIANGLES © CURVES + SLIDE RULES + LETTERING GUIDES + + PROTRACTORS + T-SQUARES — 


THRU alee Company 


HARTFORD, Cc ON 


December, 1949 


OFFICE MANAGEMENT AND EQUIPMENT 


It stood the 
test for 50 years 


Big business has discovered this little soap 
eraser .. . tried and tested for 50 years. You 
see it in offices everywhere. There's no gen- 


eral pencil eraser like it in the world! 


THE ROSENTHAL CO., 45 E. 17 St., New York 3 


edie 


*Plus Federal 
Excise Tox 


Model 24 ae for 

duplicating with black or colored inks. 

inked from outside . . . no ink touches the 
rotary cylinder. Ne fuss—no muss. 

Perfect registration produced by the sturdy and 
compact Model 24 Lettergraph means 
better printing from post cards to letter 

size. Operation and adjustments are quick 

and easy, and the surprise low price makes 

it your best buy in rotary duplicators. 


Write for Complete Catalog 
Offered by Leading Dealer's Everywhere 


‘\ THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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THIS PRECISION SCALE 


can cur yoUR 


“" postaGe costs! 


= ex 


te Bee et 


Commercial Controls Model 970 
Parcel Post Scale (70 lb. Capacity) 


VERPAY MENT of postage, costly delays 

and embarrassments due to insufficient 

postage and inaccurate readings are eliminated 
with a Commercial Controls Seale. 

The Model 970 shown above gives exact com- 
putation of surface and air parcel post, third 
class and book rate postage on weights up to 70 
pounds for all domestic zones. Packages or 
correspondence slide easily from any direction 
onto its rugged platform. Its wide-view chart 
lights up automatically . . . snaps into position 
... is read easily through a magnifying lens... 
gives exact postage computations instantly. 
Seale automatically adjusts itself to tem- 
perature changes. 

AN ALL-PURPOSE POSTAL SCALE (30 LB. CAPACITY) is 


also available. Gives postage computations on first class, 
air mail, third class, and surface and air parcel post. 


MODEL 100 LETTER SCALE 
20 oz. or 3 ib. Capacities 
Gives instant, exact com- 
putation of postage on all 
classes of mail including 
air mail rates for post and 
postal cards. V-type plat- 
form holds letters, pack- 
ages or mailing tubes. 


Call Commercial Controls . . . listed in your telephone 
directory . .. or write Commercial Controls, Dept. OM- 
129 for free postal rate chart and further information. 


Metered Mail Systems « Letter and Parcel Post 
Scales « Letter Openers « Envelope Sealers 
Multipost StampAffixers « Mail Bags and Holders 
Mailroom Furniture « Endorsographs 
Ticketograph Systems « Mather Coupon Tickets 
and Supplies » Automatic Typewriters 
Automatic Stamp Vending Machines 


Sales and Service Offices in Principal Cities 


dmmercial 


ontrols 


TION 
CORPORA, 


Rochester 2, New York Commercial Controls Canada Ltd., Toronto 1, Ontario 
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Acco Products, Inc. ...... 78 
Ace Fastener Corp. ...... 80 
Acme Bulletin Co. ....... 82 
All-Steel Equipment, Inc. 51 
Bie De CO.. oc icc ccs 59 
American Automatic 
Typewriter Co. ........ 12 
Art Steel Sales Corp. .... 82 
Bankers Box Co. ......... 18 
a er 55 
Boorum & Pease Co. ..... 4 


Clarotype Co., Inc., The .. 81 


Codo Mfg. Corp. ........: 77 
Cole Steel Equipment 
a | 37, 38, 39, 40 


Commercial Controls Corp. $4 
Commercial Reproductions 81 
Corry-Jamestown Mfg. 
Corp. 
C-Thru Ruler Ce. osc: 83 


Cushman & Denison Mfg. 
Co. 


Dennison Mfg. Co. ....... 75 
Dictaphone Corp. ........ 3 
a ee oe 10 


Eastman Kodak Co. ...... 49 
Federal Business Products, 
MME. Sree lp nconeuegnse 79 
Fulton Specialty Co. ..... 80 
General Binding Corp. ... 16 
General Fireproofing Co., 
PES Leica caaoaane wd 9 


Globe-Wernicke Co., The . 53 
Graff Co., George B. ...... 81 
Guide System & Supply 


Gy NG. bo ctnesouarecase 83 
Heyer Corp., The ........ 83 
Hodgman Rubber Co. .... 81 


Hotchkiss Co., E. H., The . 82 


International Business 


Machines Corp. ........ 17 
Invincible Metal Furniture 
GA Sas cantnenesconesees ss 65 


OFFICE MANAGEMENT AND EQUIPMENT 


Abhvwvtia ers’ Yh hes 


Kee Lox Mfg. Co. ........ u 


Koh-I-Noor Pencil Co., 
Ew ccvdaresedieg cance 0 


ee 


Mosler Safe Co., The .... 15 


National Pencil Co. ...... 7 
National Vulcanized Fibre 
See erie ie ee 77 


Inc. 


Office Management & 


Equipment ...... 14, 18, 54 
Ozalid Div., General Aniline 

& Pim Corp. ......:..; 13 
Pitney-Bowes, Inc. ....... 8 


Plus Computing Machines, 
Inc. 


Plymouth Rubber Co., Inc. 76 


Pronto File Corp. 
37, 38, 39, 40 


Roberts Rubber Co., 


MUMROR: ek caecwrexcseues 79 
Rockwell-Barnes Co. 
2nd Cover 
Rosenthal Co., The ...... 83 
Sengbusch Self-Closing 
Enkestend Co. ..cccsisees 76 
Smead Mfg. Co., Inc., 
BE Sccwckawenksewent 19, 20 


Sturgis Posture Chair Co. i6 


Swift Business Machines 
Co. 


Taylor Chair Co., The ... 75 


OO re 6 
Underwood Corp... .4th Cover 


Victor Safe & Equipment 
Co., Inc., The 


Yawman & Erbe Mfg. Co. 7 
December, 1949 
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over 


Peace on earth . . . Goodwill to men—for twenty cen- 
turies the hope and aspiration of all thinking peoples. 
This is the time of year when we most nearly achieve 
these goals. The spirit of the season makes differ- 


ences vanish and unkindnesses out of place. 


But, the hope and joys of the season are too short- 


lived—and the fault is with us all. 


Let the coming year—the coming years—be known 
for their Goodwill. May Goodwill never again be 


merely a seasonal fruit of peaceful life. 


NEVA-CLOG PRODUCTS, inc 
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Good to Look at... 
A Joy to Use... 
A Gem to Own 


. UNDERWOOD .S . s 


BM Eehie 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
...not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Uredle1 wood... vv rews 


TYPEWRITER 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing .. . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines .. . Accounting 
Machines ...Carbon Paper ... Ribbons 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St, 6 
Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere = 
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